Question 1: Read the following passage then answer the questions below.
Here’s a mouth-watering cookie recipe for you to try at home. You will need two cups each of margarine, white sugar and brown sugar; four eggs, four cups of flour, 1 teaspoon of baking powder, a pinch of salt and a cup of milk chocolate chips. First of all, pre-heat the oven to 350 degrees Fahrenheit. Take a large bowl and cream together the margarine and sugar until they are smooth.  Then add the eggs, one by one.  Sift the flour and baking powder into the mixture and add the salt. Finally add the chocolate chips.  Drop spoonfuls of the mixture onto ungreased cookie sheets and bake for eight to ten minutes until the edges are golden brown.  Cool for one hour before eating.  

1. Which of the following is NOT an ingredient in the recipe?
a) Cream
b) Flour
c) Eggs
d) Margarine
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2. What must the cook do first?

a) Put the margarine and sugar in a bowl
b) Turn on the oven
c) Sift the flour
d) Break the eggs 

3. Which of the following items is needed to make this recipe?
a) A microwave
b) A sieve
c) A saucepan
d) A knife


4. Which of the following ingredients is added last?
a) Salt
b) Baking powder
c) Chocolate chips
d) Eggs

Question 2: Read the memo and answer the questions that follow. 
To: Supervisors
From: Judy Linquiest, Human Resource Manager
Sub: Probation periods
As of January 1st all new employees will be subject to a 3 month probationary period. Medical, holiday, and flexitime benefits will not apply to new staff members until the full 3 months have expired. After the three months have been completed, please contact your employees and inform them that their probationary period has ended. The HR department will contact you by email 2 days in advance to remind you of the date. Thank you for your cooperation.

1. What is the main purpose of this memo?
A) To inform all employees of a new expiration date.
B) To put staff members on probation.
C) To introduce the HR department.
D) To inform supervisors of a change in policy.
2. When does the change come into effect?
A) Today.
B) In 2 days.
C) In 3 months.
D) On January 1st.
Question 3: Read the following letter and answer the questions that follow.

Dear Helen,
I would like to congratulate you on organising such an excellent and informative workshop. I know a lot of people learnt a great deal from it.  Can you pass on my thanks to Doctor Friedman for his fascinating talk on Staff Motivation?  I realise how lucky we were that he was able to find the time for us.  The feedback from the staff was very positive.  Let’s hope we actually see an improvement in staff motivation as a result!
By the way, I’m missing my list of addresses of the delegates who attended. Did I happen to leave it in your office?  It’s just that I haven’t seen it since our meeting on Friday.
Thanks again for a great day,
Anne

1. What is the main objective of the message?
a) To inform
b) To accuse
c) To make a request
d) To praise

2. What can be implied about the workshop?
a) All the delegates were staff from the same office.
b) It included several talks.
c) It lasted one day.
d) Motivation was the only topic discussed. 
3. What can be implied about Dr Friedman? 
a) He works in the same office as Anne.
b) He has a very busy schedule.
c) He is a leading expert on staff motivation. 
d) Anne knows him better than Helen does. 
4. What has happened to the address list?
a) Anne has lost it.
b) Anne has found it.
c) Anne has sent it to Helen.
d) Anne has completed it. 

Question 4: Read this extract from a job application form.
	Outline why you are applying for this job. Use this space to describe your relevant qualification, skills and experience and indicate why they are suitable for this role. 

	 I am interested in this job because I am currently looking for an opportunity to use the skills I learnt in my college. I have recently completed a 16-week part-time accounting course (AAT Level 2 Certificate).  The course covered book-keeping, recording income and receipts and basic costing. We used a wide range of computer packages, and I picked up the accounting skills easily. I was able to work alone with very little extra help. I passed the course with merit. I believe my success was due to my thorough work, my numeracy skills and my attention to detail. During the course, I had experience of working to deadlines and working under pressure.  Although this was sometimes stressful, I always completed my work on time.
Unfortunately, the course did not include a work placement, so I have not practised my skills in a business setting, and I am now looking for an opportunity to do so.  I am particularly looking for a job in a small company such as yours, as I believe I will be able to interact with a wider range of people, and as a result, learn more skills.  I would like to progress within a company and gain more responsibilities over the years.
Although I do not have work experience in finance, I have experience in working in an office environment.  Before starting the accounting course, I worked for 6 months in a recruitment office as a receptionist. My duties involved meeting and greeting clients and visitors, taking phone calls, audio and copy typing and checking stock. I also had to keep the petty cash and mail records.  Through this work, I developed my verbal and written communication skills. I had to speak confidently to strangers and deliver clear messages.  I enjoyed working in a team environment.  I believe the office appreciated my friendly manner and efficient work.


Are the following statements true or false? Write 'not in text' if the information is not there.
1. The candidate has a qualification in accounting.  
2. The candidate has a university degree in accounting.  
3. The candidate has worked as an accountant before.  
4. The candidate worked with an accounting firm as a receptionist.  
5. The candidate is familiar with some accounting software.  
6. The candidate has worked as part of a team in an office environment.  
7. The candidate has experience of record-keeping.  
8. The candidate wants to learn on the job.  
9. The candidate has a maths qualification.  
10.  The candidate can work by herself.  
11.  The candidate intends to study a further accounting course.  
12.  The candidate believes herself to be a careful worker.  
13.  Deadlines do not stress the candidate.  
14.  The candidate is applying for a job in a large firm.  

Question 5:  Read 4 reviews for a hotel. 
The Coach Hotel
Rating: ★★★☆☆    164 reviews 
Patsy190 writes:            
6 of us stayed here for the weekend. The first thing we noticed on entering our room was how small it was. Our rooms were clean, but the bed cover was stained.  The furniture was really outdated, especially the bathroom, which had an old pink suite and linoleum on the floor. The ‘shower’ was a hose that you fit onto the taps.  The sink was in the bedroom, right next to the television sockets which seems pretty unsafe to me. We had dinner there, and it was well-cooked, but we were still hungry afterwards because the servings were so tiny. The drinks prices were extortionate - £5 for a small glass of wine. My friend ordered a brandy and coke, but the waitress brought him whisky and coke. When we complained, she just walked off!  Not impressed. I would like to say it was cheap and cheerful but at £120 a night, it was neither - overpriced and depressing more like.
MellowBunny writes:            
Just returned from a 3 day break here, and thought that the Coach Hotel was very good value for money. I had requested a quiet room and this was noted at reception. I got a great room - large, comfortable and clean, with a seating area overlooking the racecourse. The only disappointing thing was that there were no tea/coffee facilities in the room - not even a kettle. The furniture and decor was not particularly up-to-date, but that’s what you would expect from an old hotel. There was a wide selection of well-cooked food on offer. At breakfast I had poached eggs, and they were done to perfection. In the evening, I had a delicious three-course meal, and I wasn’t kept waiting for ages between courses, which is definitely a plus when you’re dining alone. I found the staff friendly and always willing to help. 
TomWheeler writes:
The hotel’s is just 200 metres walk away from the racecourse, so it’s really convenient. There’s plenty of space to park. The bed was comfortable with clean cotton sheets. Good power shower. I would agree with some of the less favourable reviews on the site too, though. The room definitely needed some attention – it smelt musty and the furniture was old, cheap and battered.  The bin hadn't been emptied from previous guests, and there was other rubbish on the floor. The fan in the bathroom was very loud, and the plumbing made strange noises in the night. The walls were thin too. Breakfast was okay, but there wasn’t much of it. 
JadeUnicorn writes:
Don’t be fooled by the pictures online. What you see is definitely NOT what you get!  First, it’s not close to the city centre – it’s at least a 35 minute walk. Furniture was old and dated, although the bed was comfortable. Tiny bathroom, with an absurdly loud extractor fan. No lock on the bathroom door and no toiletries, not even soap. There were cobwebs all over the hotel. The dining room is dark and uninviting, with no windows except one tiny one. The food simply was the type that gives Britain a bad name. Instant coffee and cheap sausages. Service was poor, with staff clearing the table while we were still eating. 


Which reviewer(s) said the following? 
1. The hotel was too expensive. 
2. The decor was old-fashioned. 
3. The service was poor.  
4. The service was good.  
5. The bed clothes were dirty. 
6. The room was dirty.  
7. The room was big. 
8. The location was bad. 
9. The shower was inadequate.  
10. The food was bad quality.  
11. The food was good. 
12. The food portions were small. 
13. The room did not have everything the reviewer expected. 
14. The room wasn’t quiet


