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1. MULTIPLE CHOICE(10 /N&, /& 2 4y, £ 20 4%)

Choose the letter indicating the best choice to complete each sentence or answer each question:

1.

is the buying and selling of goods and services on the Internet.
A. E-mail B. E-book

C. E-commerce

. Aln) is a list of unfamiliar terms and abbreviations.

A. instruction B. glossary

C. manual

A situation at work in which you must understand what is being presented would require
listening.

A. active

B. casual

C. negative

. What is especially important when talking on the telephone?

A. Avoiding distractions. B. Speaking clearly.

C. Speaking more loudly than usual.

. Body language is one of the most important symbols,
A. oral B. verbal
C. nonverbal
A(n) is a summary of an applicant’s qualifications for employment.

A. resume B. interview

C. application letter

. What is the main purpose of a process description?

A. To enable the reader to describe things.
B. To explain how something works.

C. To describe what an object looks like.
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8. The paragraph of a letter of application should ask for an interview.
A. opening B. body
C. closing
9. The way you talk and act during an interview shows the interviewer whether
A. you can act naturally
B. you have good communication skills
C. you can advance quickly on the job
10. Which part of the face provides the most nonverbal feelings?
A. The eyes. B. The mouth,
C. The lips.
II. TRUE / FALSE(10 /M, §/NE 2 5,4 20 &)
Write a T if the statement is true, Write an F if the statement is false. Your judgment should be
based on your understanding of the course book.
11. An organization chart is a step-by-step diagram of a procedure or process.
12. Being informed of the reason for a delay may help customers wait more patiently.
13. As a general rule, you should present a new visual aid about every minute in a business
presentation.
14. An agenda is the order of business to be discussed during a particular meeting.
15. Analyzing your audience is an important part of planning for an oral presentation.
16. In the opening paragraph of a letter of application, explain any gaps in your employment
history.
17. A meeting is an important means of exchanging information in a business setting.
18. A computer that hosts web sites is called a web server.
19. A good resume always leads to an interview.

20. When customers key a URL to visit a web site, they are taken to the web site’s home

page.
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II. READING COMPREHENSION (10 /©E, 8§/ 2 47,3 20 53)
Read the following two passages and answer the questions.
Passage One:
June 14™, 2022
Dear Sirs,

I am very happy to apply for the position of secretary, which you advertised in China Daily
of June 11*, 2022.

I have been working as a secretary at a college office. Because I am the only secretary in the
office, it is necessary for me to work quickly and efficiently and to be flexible in my daily work.
Professors value my work and my ability to meet their needs.

Although I am happy now, I feel that my promotion (% #) is limited here, and I would like
to have a more challenging job. Therefore, I enrolled (& fill) in a program to expand my
knowledge of international business affairs. Now, both my Enélish and Chinese have been

improved and I am ready to begin working as a bilingual secretary in an international company

like yours, and I believe I can be a great help to your firm.

The enclosed resume gives further details of my qualifications, and I would appreciate it if
you could give me an opportunity to have an interview. I am looking forward to receiving your
call at 6242888 or please use the enclosed pre-paid postcard to send me your reply.

Thank you very much for your consideration.

Faithfully yours,

Mary Lee

21. Where did the writer work before?
A. In a college. B. In a supermarket.
C. In a company.

22. The writer wants to change her job because
A. She finds her present job too challenging.

B. She can hardly get a chance to be promoted.

C. She has difficulties handling her daily work efficiently.
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23. A bilingual secretary (Line 4, Paragragh 3) differs from other secretaries in that he or 26. Visitors to Britain are surprised to learn that

she can A. local papers should have a circulation of four million

A. speak two languages B. operate a computer B. there are so many local newspapers there

C. do the job efficiently C. the “Daily Mirror” and the “Daily Express” sell as many as 4 million copies every

24, What did the writer enclose with the application letter? day
A. A gift, B. A newspaper. 27. Local newspapers have
C. A resume. A. a slightly smaller circulation
25. By sending this letter, the writer expected to . B. an even larger circulation
A. draw the attention of the company C. a circulation as large as that of national newspapers
B. get an opportunity for an interview 28. Which of the following statements is correct?

. . A. Every town and country area has at least one paper of its own.
C. apply for a suitable position in China Daily y pap

B. Nearly all towns and country areas have their own newspapers.
Passage Two:

. o ) ] C. A lot of distant and country areas do not have their own newspapers.
Visitors to Britain are sometimes surprised to learn that newspapers there have such a large

29. Which of the following statements is Not true?
circulation. The “Daily Mirror” and the “Daily Express” both sell about four million copies every

A. Local readers are much interested in local news.
day. British families generally buy a newspaper every morning and two or three on Sundays.

B. A great deal of local news is supplied by the clubs and churches.
Besides the national papers, there is, however, another branch of the British press which

C. Local newspapers are likely to get out of date quickly.
sells almost as many copies. Local newspapers have a weekly circulation of 13 million. Almost

30. According to the writer, the editor must remember that no newspaper can possibly
every town and country area has one. Nearly all of them hold their own financially and many of )
succeed without
them are very profitable. . . .
A. advertisements B. interesting reports
These papers are written almost entirely for readers interested in local events - births, .
C. a great deal of national news

weddings, deaths, council meetings and sports. Editors prefer to rely on people who know the IV. TRANSLATION(5 /NG , 5 /NG 4 53, 2 20 43)

district well. A great deal of local news is regularly supplied by clubs and churches in the Translate the following sentences into Chinese:

neighborhood and it does not get out of date as quickly as national news. 31. Spoken or written symbols make up the verbal part of a message.

The editors must never forget that the success of any newspaper depend on advertising. They are 32. A formal oral presentation may last from 20 minutes to more than an hour

usually anxious to keep the good will of local businessmen for this reason. But if the newspaper is well 33. When you organize your resume, think about its role as a selling tool.

written and the news items have been carefully chosen to attract local readers, the businessmen are 34. Some people want to dominate conversations while others rarely say a word.

grateful for the opportunity to keep their products in the public eyes. 35. Jobs are also sometimes obtained through internships.
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V. WRITING(1 /M&, 2 20 43)

36. You are Lily, majoring in Business English, and will graduate next year. Now you want
to apply for a position of secretary (3%3)in Beijing Bank. Write an application letter (B 35{%) to
Mr, Wang, the HR officer of Beijing Bank:

(1) to introduce yourself;

(2) to give reasons why you apply for the position.
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IV. TRANSLATION(5 /N, 8 /NE 4 4,3 20 43)

Translate the following sentences into Chinese:

31. Spoken or written symbols make up the verbal part of a message.

AARPE/SHBERNFERD.

I. MULTIPLE CHOICE(10 /&, /N8 2 43,2 20 4))

2024 4 7 A

Choose the letter indicating the best choice to complete each sentence or answer each question:

1 2 3 4 5

10

C B A B C

II. TRUE / FALSE(10 /N8, /N§E 2 4,3 20 &)

Write a T if the statement is true, Write an F if the statement is false. Your judgment should be

based on your understanding of the course book.

11 12 13 14 15 16 17 18 19 20
F T F T T F T T F T
III. READING COMPREHENSION (10 /NG, /N 2 43,3 20 43)
Read the following two passages and answer the questions.
Passage One
21 22 23 24 25
A B A C B
Passage Two
26 27 28 29 30
C A B C A
(22140 SR FXFRWIBFB (O BERE 1 TGk 2 7O

32. A formal oral presentation may last from 20 minutes to more than an hour.
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33. When you organize your resume, think about its role as a selling tool.
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34, Some people want to dominate conversations while others rarely say a word.
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35. Jobs are also sometimes obtained through internships.
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V. WRITING(1 /i, # 20 &)

36. You are Lily, majoring in Business English, and will graduate next year. Now you want to
apply for a position of secretary (% 45)in Beijing Bank. Write an application letter (E & {5) to Mr.

Wang, the HR officer of Beijing Bank:
(1) to introduce yourself;

(2) to give reasons why you apply for the position.
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