BUSINESS ENGLISH REVISION KEY
1)  c. I began developing skills relevant to financial planning

2)  k. What did you most enjoy about your last job?

3)  g. My boss was also impressed by how I was able to lead my team. 

4)  d. What qualifications do you have that make you think that you will contribute to the well being of our clients? 

5)  e. What about this job attracts you? What is unattractive?
6)  h. this job maximizes on both

7)  l.  How long do you see yourself with us?
8)  b. How would you describe an ideal working environment?
9)  j.  Is there anything that you want to ask me? 

10) i. Can you describe a typical day for someone in this position? 

f. Can you tell me about the promotions and the vacation times? EXTRA
a. Why did you leave your previous job? EXTRA

B.Choose the best answer to complete the statements:

	relocated
	toast
	achievements
	postponed
	autonomous

	commit
	initiative
	punctuality
	rewarding
	fired


1. Management is a difficult task which involves being autonomous and taking decisions on your own.

2. Punctuality is an important attribute in business life: never keep a customer waiting.

3. Because of the heavy snow, our flight to London was postponed.

4. During the job interview you should indicate clearly if you are willing to be relocated.
5. Some of the employees who have been fired during the economic crises suffered severe distress.

6. George shows strong initiative in handling problems at work. He has the ability to make decisions and take action without waiting for someone to tell him what to do.

7. Although the conditions were extremely hard in my previous position, that was a truly rewarding experience for me, especially for my promotion.

8. When you visit a foreign country for business, you should know appropriate business etiquette, like how to propose a(n) toast.
9. Before you accept participating in a project, you should be aware of the fact that you have to commit a lot of time and effort to the job.

10. In your cover letter it is advisable to mention your achievements including your awards or projects that proved to be successful.

C.Rewrite the following sentences using diplomatic language:

ANSWERS:
1.We do not approve of this offer.    (not/quite/satisfied)

We are not quite satisfied with this offer.
2.The costs you state are too high.(think/rather)

I think the the costs are rather too high.
3.You said the deal would be finalized today.(understood)

We understood the deal would be finalized today.
4.You aren’t taking the contract into account.(seem)

It seems that the contract is not taken into account.
5.This is totally unacceptable.(afraid/may not)

We (I) are afraid this may not be very acceptable.


