Work sheet ( 1)        Communication  Skills
1- To greet someone you know, you would say :
    a) I'd like to introduce Mona .
    b) This is Mona .
    c) How are you ?
    d) How do you do?
2- To introduce yourself, you would say:
    a) My name is Sara./// I’m Sara
    b) Do you know Sara?
    c) Good bye.
    d) Have you met Sara ?
3- "I work for Johnsons ." is the answer for the question ...
    a) Where do you work for ?
    b) Who do you work for ?
    c) What do you work ?
    d) Who do you work ?
4- Sara is a manager, ……….. ? 
    a) is she
    b) isn’t she
    c) doesn’t she
    d) does she
5- You’re interested in business, ………… ?
    a) are you
    b) aren’t you
    c) do you
    d) don’t you                                
6- The correct question for the answer “to improve my skills “ is
    a) Where did you study your English course?
    b) When did you study your English course?
    c) Why did you study an English course?
    d) None
7- How do you do? 
    a) Fine , thanks .                      
    b) Not too bad, thank you.    
    c) pleased to meet you , too .
    d) How do you do? 
1. How long are you staying?
    a)  In Dubai                          
    b) fifteen days .                          
    c) At Ramada .
    d) None
1. The correct question for the answer "July, last year" is ...
    a) When did she start her company ?
    b) Where did she start her company ?
    c) Why did she start her company ?
    d) None
1. Banking, airline and computing are ................
    a) companies’ lines of business
    b) company's names
    c) company's service
    d) none
1. To start a new company means ...
    a) To set up
    b) To turn up
    c) To set out
    d) None
1. Something that lasts for a short time is ...
    a) slow
    b) temporary
    c) now
    d) expanding
1. Petroleum industry provides ………..…….products & services.   
    a) medicine
    b) oil
    c) cars
    d) none
1. You can find out about a company from ...
    a) its logo
    b) its profile
    c) a & b
    d) none
1. Microsoft is in the …….... business .
    a) computer
    b) computing
    c) airline
    d) banking
1. Where did she lease a building ?
    a) She lease a building in New York .
    b) She leases a building in New York .
    c) She leased a building in New York .
    d) She's leasing a building in New York .
1. Pharmaceutical industry is specializing in…………………
    a) medicines
    b) oil .
    c) computer
    d) none
1. To ask for information about a product, you can say ...
    a) Could you send me some information about your Vari-X filters ?
    b) thank you very much .
    c) I'll mail you a brochure today .
    d) I'm responsible for quality control .
1. The correct question for the answer “in the centre of Riyadh “ is ...
    a) Where did she set up her company ?
    b) When did she set up her company ?
    c) Why did she set up her company ?
    d) None .
1. The correct question for the answer “to set up an office “ is ...
    a) Where did she go ?
    b) When did she go to USA ?
    c) Why did she go to USA ?
    d) None .
1. We employ about 200 people . The question is …
    a) How many employees do you have ? 
    b) How many people do you employ ?
    c) a & b
    d) None
1. Aerospace, bar coding and food processing are examples of ….
    a) companies
    b) jobs
    c) lines of business
    d) none
1. When we want to ask about someone’s occupation ,we say …..
    a) What’s your  occupation ?   
    b) What’s your job ?                
    c) What do you do ?
    d) all answers above .
1. The base form of left is ...
    a) live
    b) leave
    c) love
    d) life
1. We are in the sports business . The question is ...
    a) what do you do ?
    b) what line you are in ?
    c) what line of  business are you in ?
    d) what line of  business you are in ?
1. The base form of was and were is ...
    a) been
    b) be
    c) is
    d) am
1. Easy Air ...... service in 1993 .
    a) start
    b) starts
    c) started
    d) is starting
1. To ask to speak to someone , you would say :
    a) Could you put me through to Norah ?
    b) Could you take a message to Norah ?
    c) I'm afraid She is on holiday .
    d) The line is busy .
1. An advertisement for a vacancy would be:
    a) “We are looking for a person with computer skills.”
    b) There is no reply .
    c) He is in a meeting .
    d) None
1. An accountant works in the ............ Department .
    a) Human Recourses
    b) Finance
    c) Sales
    d) Production
1. At the moment, I ..... out reminders to customers .
    a) send
    b) sends
    c) sent
    d) am sending
1. To say someone is not available :
    a) I'm in a meeting .
    b) I'm afraid she is in a meeting .
    c) a & b
    d) none
1. "There is no reply" means ...
    a) promising
    b) asking to speak to someone
    c) someone is not available
    d) thanking	
1. " To introduce someone else you would say…………. Ali.
    a)this is 
    b) I’m
    c) hello
    d) hi 
1. Training clerk is in
    a) Finance Department
    b) Human Resources Department
    c) Production Department
    d) Sales Department
1. We can offer the successful applicant .............. and a pleasant work environment .
    a) a bad salary
    b) enough salary
    c) an attractive salary
    d) none
1. What would you say when you want to leave a message ?
    a) Could I leave a message ?
    b) Could you take a letter ?
    c) I would like to speak to you .
    d) None
1. ……….. to speak to Miss Amal .
    a) Can I
    b) May I
    c) I'd like 
    d) Could you
1. I ..... my grandmother on Friday .
    a) visited
    b) visit always
    c) always visit
    d) visits
1. - To say how good the facilities are _ _   …                                                           a) Excellent
    b) Adequate
    c) Poor
    d) None
1. The Airplane is the ..... means of transportation .
    a) most reliable
    b) more reliable
    c) as reliable as
    d) reliable
1. "Livestock goods" means ...
    a) animals
    b) vegetables
    c) glass
    d) oil
1. Choose the sentence which has a superlative form.
    a) Truck is the most flexible .
    b) The truck is more flexible than airplane .
    c) Truck is flexible .
    d) None
1.  “ in charge of “ has the same meaning as
a)Responsible for
      b)responsibility
     c)  for
     d)none
1.  I am responsible ………. Invoicing our customers.
a) of
      b)for
      c)in
     d)at
1. Airplane, train, truck and ship are ...
    a) means of transportation
    b) kinds of goods
    c) adjectives
    d) a & b
47. How …………. money do you have? 
a) many						
b) most
c.)much					       
  d) none
48. How …………. employees do you have? 
a) many						
b )most
c)much					       
  d) none
49. I ……… improved my skills.
a)have
b) has
c)is
d) am
50.She ……… improved my skills.
a) have
b.)has
c.)is
d) am
51. I have …….….. my skills.
a)improve
b) improves
c) improving
d) improved

best wishes :)  
