[bookmark: _GoBack]1	Complete the sentences with the correct form of the words in capital letters.
1.	Our supervisor didn’t listen to us. He was very _______________ . DISMISS
2.	They should give him some _______________ after all his hard work. ACKNOWLEDGE
3.	The UK produces _______________ 775,000 cars 
a year. ROUGH
4.	Our _______________ is almost expired, so we need to renew it. MEMBER
5.	You’ll be much more _______________ if you take 
a programming course. EMPLOY
6.	My mum handed in her _______________ after ten years with the company. RESIGN
7.	I hope to be promoted to a _______________ position. MANAGE
8.	There are several _______________ in our field on this website. VACANT
2	Complete the second sentence so that it has a similar meaning to the first, using the words given in brackets. Use between two and five words, including the word in brackets.
1.	My career could depend on this interview. (break)
This interview ______________________ my career.
2.	We are leaving the moment there is sunlight tomorrow morning. (bright)
We are leaving ______________________ tomorrow morning.
3.	They met on some days during the summer, but not every day. (off)
They met ______________________ during the summer.
4.	My boss and I had a terrible argument yesterday. (fell)
I ______________________ yesterday.
5.	They did not cheat in order to win the match. (won)
They ______________________ square.
6.	I need a day’s leave in order to visit my parents. (off)
I need to take ______________________ in order to visit my parents.

3	Complete the text with the words and expressions below. There are more words and expressions than you need.
staff | duties | stressed out | by and large | leave slacking off | taken over | perk | work environment employee | shifts | stepping up | looked into
The Covid pandemic seems to be behind us, but many office workers still want the convenience of working from home. 1. _______________ , employers have allowed people to continue working remotely for part of the week. However, this 2. _______________ has a negative side: more and more companies are using AI to monitor their 
3. _______________ at home and make sure they’re not 
4. _______________ . Today’s “bossware” can track screens as well as keyboard and mouse movements, photograph or film users throughout the day, and even measure vital signs to determine whether workers on sick 
5. _______________ are really ill. According to surveys, workers are 6. _______________ by this technology, with 45% of those being tracked reporting that their work is having a negative effect on their mental health. Does this make a person a better 7. _______________ ? Probably not. Perhaps promoting a 8. _______________ based on trust, rather than tracking, is a better way to keep workers content and devoted to their 9. _______________ .
4	Complete the sentences in a logical way. 
Pay attention to the words and expressions in bold.
1.	At my office, we clock in when we _____________
__________________________________________ .
2.	I blew up at him because I felt ________________ 
__________________________________________ .
3.	Most people need peace and quiet when 
__________________________________________ .
4.	We’ve had to put off your appointment because 
__________________________________________ .
5.	Our school has just hired _____________________ .
6.	Eve is self-employed, so _____________________ .
5	Complete the second sentence so that it has a similar meaning to the original. Use the correct form of the words and expressions below.
never-ending | asset | tell off | tried and tested rewarding
1.	This recipe has always worked.
This is a ___________________________________ .
2.	It seemed like the meeting would go on forever.
The meeting ________________________________ .
3.	Teachers get a lot of satisfaction from their job.
Teaching ___________________________________ .
4.	My boss gets angry at me when I’m late.
My boss ___________________________________ .
5.	It’s good for our school to have students like you.
Students like you ____________________________ .
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1	Complete the reported sentences with the reporting verbs below. There are two extra verbs.
recommended | wondered | admitted | complained refused | reminded | explained | promised | warned agreed
1.	“I resigned from my job for several reasons.”
Lucy ______________________ from _______________ for several reasons.
2.	“You should take on some new staff.”
My brother ______________________ some 
new staff.
3.	“I won’t deal with this customer!”
Sophie ______________________ with _______________ customer.
4.	“I must stay late for another boring meeting.”
Daniel ______________________ another boring meeting.
5.	“I delivered the wrong pizza yesterday.”
Charlie ______________________ the wrong pizza _______________ .
6.	“What are the office dos and don’ts here?”
The new employee ______________________ the office dos and don’ts _______________ .
7.	“I’ll look into the matter as soon as possible.”
Kate ______________________ the matter as soon as possible.
8.	“Don’t talk to the boss now!”
Matthew ______________________ to the boss _______________ .
2	Complete the text with the correct form of the verbs in brackets.
Our reporter, Anna Holder, recently attended a 
Ban the Box event, which fights to give people with criminal records a chance at a job. Here’s her report.
First of all, I asked the organisers what the name Ban the Box 1. _______________ (mean). They replied that that they 2. _______________ (ask) employers to change their job application forms, by deleting the box that candidates had to tick if they had a criminal conviction. They explained that ticking the box always 
3. _______________ (result) in an automatic rejection, while deleting it 4. _______________ (help) thousands of people get a second chance at life in the future.
The vice president of Boots, a famous chain of pharmacies, spoke at the event. He said that he 
5. _______________ (feel) proud that Boots 
6. _______________ (be) one of the first businesses to join Ban the Box in 2013. He added that since then, they 7. _______________ (work) continually to hire thousands of ex-offenders. He reminded employers that besides helping society, joining Ban the Box 8. _______________ (be) a good business policy, since removing a simple box 9. _______________ (can / give) their company access to thousands of talented job candidates.

3	Rewrite the dialogue below in reported speech.
Neil:	So, how are things going?
Amy:	Well, I’ve been looking for work for a month.
Neil:	What kind of job do you want?
Amy:	Hopefully, I’ll get work as a chef.
Neil:	Really? Can you cook?
Amy:	Of course! I took a culinary arts course 
last year.
Neil:	Have you had any luck?
Amy:	Well, yesterday I went to a job interview. I’m waiting for an answer.
Neil asked Amy 1. ______________________ . She replied 2. ______________________ work for a month. Neil asked her 3. ______________________ , and she told him she hopefully, 
4. ______________________ as a chef. Neil asked her 5. ______________________ , and she explained 6. ______________________ a culinary arts course 
7. ______________________ .
Neil wanted to know 8. ______________________ any luck, and she told him 9. ______________________ 
a job interview 10. ______________________ . She went on to say 11. ______________________ 
an answer.
4	Complete the second sentence so that it logically follows the first one. Use reported speech.
1.	Ben wondered how he would manage at his new job.
His friend explained _________________________ .
2.	Scott recommended going to a career counsellor.
I refused __________________________________ .
3.	My manager ordered me not to be late the next day.
I promised _________________________________ .
4.	Jason complained that he couldn’t find a job.
I suggested ________________________________ .
5.	Wendy wanted to know if the project was a secret.
We warned her _____________________________ .
6.	Paul said that Kevin had lost the key yesterday.
Kevin denied _______________________________ .
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