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Dear Hiring Manager,

I would like to-1- my interest in working as an editorial assistant for your
publishing company. As a recent graduate with writing, editing, and
administrative experience, [ believe I am a strong candidate for a position at
Mcgowan publishing Company.

You specified that you are looking for someone with strong writing skills. With
a track record as an English major, a writing tutor, and an editorial intern for
both government and a college marketing office, I -2- a skilled writer with a
variety of experiences.

Although [ am a recent college graduate, my maturity, practical experience, and
eagerness to enter the publishing business will make me an excellent editorial
assistant. I am confident I would be a __3___ addition to McGowan publishing
Company.

__4___. Please take a look at it thoroughly. Thank you so much for your time
and consideration.

1. (a) express 3. (a) typical
(b) fold (b) beneficial
(c) stimulate (c) various
(d) enter (d) negligible
2. (a) would become 4. (a) I can start working from next month.

)
b) will become (b) I have attached my resume

—

(
(c) have become c) I am looking forward to your reply
(

—

d) will have become d) I would like to have a job application form
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This area is under the supervision of Mr. Nakamura. please direct any

questions you have about the ongoing project to him.

(a) She is responsible for all correspondence.

(b) He can be reached at 555-666

(c) It will not be completed until the end of September.
(d)

d) They began in order to address concerns over heavy traffic.
e (b)
skill 03
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Dear valued members
________ this new policy will take effect in January and will stay in effect for the
next two seasons as well.

a) The new policy is scheduled to start next month at Green Opera House.

c) The effect will be taken in January.

(a)
(b) The San Francisco Opera will no longer take online tickets.
(c)
(d)

They are going to take online tickets.
gt (b)
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To whom it may be concern.

On May 2, I took FRA Flight # 777 from Kuwait to new Delhi, India. The flight
itself was very pleasant. ___________________. First, I learned my luggage was not
put on the plane and I had not received it in New Delhi.

a) Therefore, I finally decided to change my booking.

b) However, I was extremely disappointed when I arrived.
c¢) Thus, [ was strongly exhausted.

d) Otherwise, I would have been very pleasant.

(
(
(
(
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Q. Refer to the following letter.

F.T M corporation
578 Downway Stree

Dear Karl Bernstein

On behalf of the A&G Consulting inc., I would like to express my deep gratitude
to you for your assistance in _1_ training package for our management staff.
Our advisory committee has reviewed the relevant information and

everyone _2_ that the quality of the materials you provided is second to none.
_3_. We look forward to working with _4_ again in the near future. Meanwhile,
if we have any questions, we will contact you via e-mail as always.

Sincerely Yours,

Ken Renato, president

1. (a) developing 3. (a) It has been one of our biggest concerns ever.
(b) develop (b) We will use them for our upcoming training seminar
(c) developer (c¢) For your convenience, she provides personal training.
(d) development (d) Management has been always his priority.

2. (a) agree 4. (a) you
(b) are agreed (b) him
(c) have agreed (¢) her
(d) agrees (d) them

ek 1, (a) 2. (d) 3. (b) 4. (a)
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@ Refer to the following note/announcement

Lion's Street Mental Hospital
1484 Longbury Avenue
Pasadena, CA 10293

Patient Name: Courtney Lang

- Time of Appointment: Tuesday, May 21st, 5:00 P.M.
Purpose: Psychiatric consultation

Appointment with: Dr. Louis

P.S. Please don't forget to bring your identification card with you.

1. Who is expected to receive this note?
(a) Dr. Louis
(b) A hospital administrator
(c) A receptionist
(d) Courtney Lang

2. What is the main purpose of this arrangement ?
(a) To get into a medical school
(b) To identify the patient's insurance
(c) To examine mental status
(d) To take a yearly medical exam
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Why did Mr. oo write/send ~?
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From: Clean Vaccine Program Customer Satisfaction Department
To: Michael Thompson

Title: Subscription to our software updates

Date: Tuesday March 10th, 18:10

Thank you for purchasing our Clean Vaccine Program- the best way to wipe
out the bothersome viruses on your computer. Here is the good news you
might be interest in. If you register Clean Vaccine Program online. You will get
amazing regular update of the software every month for free.

These monthly updates assure your PC will be fully guarded from virus attacks
and other harmful bugs. Simply log in to our Web site at www.CleanVirus
Pro.com

and clik the "Update Button". You will be asked to enter your serial number
which is written on the buttom of the product package. Please call 555-8888 for

any questions or suggestions concerning our updates or the program itself.

Jason Travis

Clean Vaccine Program CS Department

1. What is the purpose of the e-mail?
(a) To express gratitude about purchasing a computer
(b) To offer advice on how to remove viruses
(c) To guarantee a product's effectiveness
(d) To recommend product registration

2. What is mentioned about the software updates?
(a) It offers daily updates
(b)
(c) It needs payment
(d)

It has a refund policy

It requires specific information
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Refer to the following post card

Have yourself check-up for your family !

- .. Ms.Balit
Our records indicate that your last visit for the regular Fesrrizll ©
health checkup was on the 4th of August of this year. It is
required that you stop by our center to see the condition 700
of your health and set up a medical plan to restore what
L. Commonwealth
you need to maintain a good health status. Please contact Avenue
health clinic at (+ -7760 t t int t.
our health clinic at (+0) 88-7760 to set up an appointmen Boston.
MAZ20015

Office Hours
Monday - Friday : 09:00 AM - 05:00 P.M
Saturday - Sunday: 09:00 AM - 12:00 P.M |
Holidays: 09:00 AM - 01:00 P.M you soon -
* We are closed every last Monday of the month.

Happy to see

1. What is the purpose of this postcard?
(a) To recruit healthcare professionals
(b)

(c) To emphasize the importance of health
(d)

To advertise a healthcare product
To encourage making an appointment

2. What is Not indicated about Boston Happy Healthcare Center?
(a) It is locted in Boston
(b)
(c) It is open 36bdays a year
(d)

It reminds patients of schedules

It performs medical examinations

Stay in the world's finest hotel !
We, Eco paradise hotel, offer you the season's new greeting promotions!
- one-night stay in Delux room with complimentary breakfast
- Free access to outdoor pool, gym, and sauna
- 15% discount on food & beverages spent in the hotel

Room Rate priced at $ 300

* This promotion covers 2 guests per room. An extra charge of $50 will be
placed for each additional guest.




3. What would be the room rate if three guests stay at the hotel?
(a) $ 300

(b) $ 350

(c) $ 400

(d) $ 450

part 7 skill 08
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The internal padded sleeve fits most laptops with 17-inch screen, and keeps
your laptop secure, even on bumpy bicycle rides. Large internal compartment
has enough space for several books, folders, and files. Perfect as a carry-on
for business trips or for busy college schedule.

1. According to the description, for whom is this bag NOT intended ?
a) University students

¢
d

Travelling people
Vehicle drivers

(a)
(b) Bicycle riders
(c)
(d)
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Looking for a MATH TEACHER. Wilson Academy is hiring a new math teacher
who is comfortable working with students aged 13-18. A college degree in
mathematics and at least two years of teaching experience are required for this
position. Recommendation letters are preferred. Computer-related licenses for
simple paperwork are also necessary for the position. Send in your Resume and
relevant documents by September 27 to Josephine Wilson (director), Wilson
Academy, 502 Queensway st., Kingston, WH0489-14. Contact us at personnnel@
Jwacademy.com if you have any questions.

1. What is NOT listed as a requirement for the position?
(a) Computer licenses
(b) A university degree
(¢) A recommendation letter
(d) Relevant experience
2. How can interested people apply for the position?
(a) By meeting Mr. Wilson in person
(b) By sending documents by mail
(¢) By e-mailing an application
(d)

d) By making a phone call
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Refer to the following advertisement

APARTNMENT FOR RENT

This luxury condo in the heart of the city is a dream-come-true for any
working professional or a newlywed couple. Located on the 23rd floor of an
upscale high-rise, the two-bedroom suit features a large furnished living room
with a breathtaking view of the harbor, a full newly-renovated kitchen with all
appliances, a spacious balcony and two bathrooms with a Jacuzzi in the master
bath. The specially- insulated walls and window frames blockout the noise of
the city below creating a quiet atmosphere you feel miles away from the hustle
and bustle. Come see for yourself ! You will not be disappointed !

Address: Bayshore Luxury Condos, 1222 Jackson St.Suite 2309
For more information contact Bayshore Realty at (901)555-9999

1. What is suggested about this apartment?
(a) It is fully furnished.

(b) It is located downtown

(c) It is suitable for a large family

(d)

It is poorly soundproofed

2. In the advertisement, the word " heart” in paragraph 1, line 1, is closed in
meaning to
(a) board
(b) center
(c) side
(d) round
3. What is NOT one of the listed features?
(a) Large balcony
(b) Two bathrooms
(¢) New refrigerator
(d)

d) Parking garage

_10_
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John Huntsaker [ 1;35P.M]

Hi. it is John in Los Angeles. I think I left my consumer report on my desk.

I need it for my presentation tomorrow. Can you do me a favor?

Emma Watson [1;37P.M]

Sure thing. I will scan it and send it to you by e-mail. What is your e-mail
address?

John Huntsaker [1:38P.M]

[s is hunt@namsys.com.Thank you very much.

Q. At 1:37P.M., what does Ms Watson most likely mean when she writes, "Sure
thing?
(a) She will make a presentation

(
(c
(

oX
el
B

b

) She is sure about where the document is
) She will help Mr. Huntsaker.
)

d) She is very good at scanning.

_‘l‘l_
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Your VS3 Anti-virus subscription is schedule to automatically renew on August
3. -[1]- . As a reminder your subscription includes an automatic renewal

feature, which provides uninterrupted protection against viruses and spyware.

You do not need to do anything. -[2]-. VS3 will automatically chargethe regular
subscription fee of $57.99 to your credit card. Once the payment has been
processed, we will send a separate confirmation e-mail summarizing the

charges. -[3]-.

if you wish to cancel the automatic renewal feature, you may do so by signing
in to your VS3 account at www.VS3.com.-[4]- .
Also, please note that you must turn off the auto renewal feature by August3

to aviod to avoid the automatic charge.

Q. In which of the positions marked [1], [2], [3], and [4] does the following
sentence best belong? " However, canceling the auto renewal feature will leave you

at significant risk from the least security threats."

(a) [1]
(b) [2]
(c) [3]
(d) [4]
e (d)

_‘|2_
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Brand Texture Durablity Brightness
NUVCosmetics cream lasts for 6hours strong/shimmer added
Desiree powder lasts for 8hours medium

Belle & Chic powder lasts for 12hours medium

Marina Makeup cream lasts for Shours very strong / shimmer

...During the humid and hot climate in summer, it is best to use powder-type
eye shadows to prevent it from coming off. Cream-types are more likely to be
removed by sweat. Also, it should last at least 12 hours.

Martha Jones

Q

oX
el
D

. Which product would Dr. Jones recommend to her patients?
(a) NUV Cosmetics
(b) Desiree

(c) Belle & Chic

(d) Marine Makeup

_13_
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This coming year, we are proud to introduce several new and exciting artists
with a number of breathtaking exhibits;

* Tides of progress by Oliver Day: A collection of post-modern oil paintings.
January 5- February 11

* Frozen in Time by Cristina Donatti: A small but poignant collection of
watercolors done by Donatii in a remote Sicilian village.March19-April 12

* Figures of the Last Century by various artists: A large collection of 20th
century sculptures from around the world. April20-Mayl7

* Kingston Central by Nathan Young: A local artist's conception of life in our
hometown executed as a number of bronze pieces. June 7 - July 25

From : jsimms @ hotmail.com
To: reservations @ artsociety.com
Date: march 29

Unfortunately, I will not be able to attend the exhibition that [ reserved
tickets for. I'd like to change my ticket reservation for April6 to the opening

event on April20. Sorry for any inconvenience.

Best regards,

Julia Simms

Q Which exhibition does Ms. Simms want to see?
(a) Tides of progress
(b) Frozen in Time
(c) Figures of the Last Century
(d)

d) Kingston Central

o
el
B

_14_
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Casey Greiner 11:58A.M

Hi, john, I am waiting for the airport limousine at Angel Street but
I forget to bring my passport with me. Can you please bring it to me

John Lesnar 12:00P.M
Definitely. Where is it placed?

Casey Greiner 12:02p.m
It should be on the copy machine. I left it there this morning.

Casey Greiner 12:03 p.m
Also, can you check and see if recorder is on my desk?
[ can't seem to find it.

John Lesnar 12:04p.m
No problem. I will let you know soon.

Casey Greiner 12:06p.m
Thank younso much for your help.

Q. At 12:04 p.m., what does Mr Lesnar most likely mean when he writes,
" No problem"

a) He is not able to locate the recorder

b) He will make a copy of Ms.Greiner's passport.
c) He will look for Ms. Greiner's missing item.
d) He will be going to the airport.

oX
el

: (c)

_15_
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