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Part | Listening Comprehension (20 minutes)

Directions: This part is to test your listening ability. It consists of 4 sections.

Section A

Directions: This section is to test your ability to understand short dialogues. There are 5

recorded dialogues in it. After each dialogue, there is a recorded question. Both
the dialogues and questions will be spoken only once. When you hear a question,
you should decide on the correct answer from the 4 choices marked A), B), C) and
D) given in your test paper. Then you should mark the corresponding letter on the

Answer Sheet with a single line through the center.

Example: You will hear:
You will read: A) New York City. B) An evening party.
C) An air trip. D) The man’s job.
From the dialogue we learn that the man is to take a flight to New York. Therefore,
C) An air trip is the correct answer. You should mark C) on the Answer Sheet with a
single line through the center.
Now the test will begin.
1. A) A new project. B) An annual budget.
C) A sales report. D) A marketing plan.
2. A) Selling her house. B) Applying for a bank loan.
C) Borrowing money from the man. D) Asking her parents for help.
3. A) A manager. B) A receptionist.
C) A secretary. D) A programmer.
4. A) She will see a doctor. B) She will visit a client.
C) She is busy with her presentation. D) She is away on business.
5. A) He will do business in China. B) He is going to visit China.
C) He has a Chinese friend. D) He will further his education in China.
Section B

Directions: This section is to test your ability to understand short conversations. There are

2 recorded conversations in it. After each conversation, there are some recorded
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questions. Both the conversations and questions will be spoken two times. When you
hear a question, you should decide on the correct answer from the 4 choices marked
A), B), C) and D) given in your test paper. Then you should mark the corresponding
letter on the Answer Sheet with a single line through the center.

Now listen to the conversations.

Conversation 1

6. A) Room service. B) A morning call.
C) Late checkout. D) A room upgrade.

7. A) Buy a flight ticket. B) Change the room.
C) Book a restaurant table. D) Organize a taxi.

8. A) To the town center. B) To the bus station.
C) To the airport. D) To the city museum.

Conversation 2

9. A) Research the company. B) Visit the company.
C) Contact the interviewer. D) Polish her resume.
10. A) Be honest. B) Take notes.
C) Mind her manner. D) Listen carefully.
Section C

Directions: In this section you will hear a recorded short passage. The passage is printed in the
test paper, but with some words or phrases missing. The passage will be read two
times. You are required to put the missing words or phrases on the Answer Sheet in
order of the numbered blanks according to what you hear.

Now the passage will begin.

Many people decide to start as a secretary in order to make their way to a higher position
in the future. Good secretaries have to have excellent communication skills. They are able to
work in a team, 11  details and be good with a computer. Some secretaries may work for one
personina 12 assistant role. Some may _ 13  of an entire office of staff. And some may also
perform other 14 such as human resources. The responsibilities of a secretary may vary, but
usually include arranging appointments, 15 and answering emails, preparing reports, acting as

a receptionist and organizing meetings.
Section D

Directions: This section is to test your ability to comprehend short passages. You will hear a

recorded passage. After that you will hear five questions. Both the passage and the
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questions will be read two times. When you hear a question, you should complete the
answer to it with a word or a short phrase (in no more than 3 words). The questions
and incomplete answers are printed in your test paper. You should write your
answers on the Answer Sheet correspondingly.

Now listen to the passage.

What should you do first to be a salesperson?

You must

Why is it important for salespersons to form relationships with people very quickly?

Because if they can’t do that, they won’t be able to sell people

What is the third point the speaker has mentioned?

To set higher for yourself.
What can you ask the best salespeople in your company for?

For

What are elderly salespeople often willing to share with you?
Their

Part Il Structure (10 minutes)

Directions: This part is to test your ability to construct grammatically correct sentences. It

consists of 2 sections.

Section A

Directions: In this section, there are 10 incomplete sentences. You are required to complete each

21.

22.

23.

24.

25.

one by deciding on the most appropriate word or words from the 4 choices marked A),
B), C) and D). Then you should mark the corresponding letter on the Answer Sheet

with a single line through the center.

as a tourist city, Hangzhou is famous for its West Lake.
A) Knowing B) Known C) Be known D) To know

No matter angry the customer might be, you need to remain calm and listen without
interrupting.
A) what B) when C) how D) where
Have you read the book from this well-known saying is taken?
A) that B) what C) which D) when
employees may have areas they disagree on, there are often still areas of agreement.
A) Ever since B) Now that C) As if D) Even though
The more communication you have with your workers, your workers feel.

A) best supported B) the more supported  C) better supported D) well supported
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26. Employees don’t have to be best friends; they just need to get the job
A) done B) do C) to do D) doing
27. you are one of the lucky few who works in a high-demand career, finding a new job

can be challenging.

A) Unless B) As O)If D) Since
28. We wouldn’t have driven all this way if we the museum was closed.

A) knew B) know C) had known D) will know
29. Unfortunately, some situations won’t work themselves out their own.

A) with B) on C)in D) about
30. you need now is a budget to control your spending.

A) That B) Which C) Where D) What
Section B

Directions: There are 5 incomplete statements here. You should fill in each blank with the proper
form of the word given in brackets. Write the word or words in the corresponding

space on the Answer Sheet.
31. In order to reach a solution, all parties need to be in (agree) about the action to
be taken.

32. To be more effective at work, you need to learn how to manage your time more (efficient)

33. The customer complained that she (treat) unfairly by the shop assistant.

34. Some retailers require customers to create an account before (complete) their
purchase.
35. As the Internet grows, it’s (easy) than ever for shoppers to compare items from

one retailer with similar items from another.

Part Ill Reading Comprehension (40 minutes)

Directions: This part is to test your reading ability. There are 5 tasks for you to fulfill. You

should read the reading materials carefully and do the tasks as you are instructed.

Task 1

Directions: After reading the following passage, you will find 5 questions or unfinished
statements, numbered 36 to 40. For each question or statement, there are 4 choices
marked A), B), C) and D). You should make the correct choice and mark the

corresponding letter on the Answer Sheet with a single line through the center.
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Paying your bills online makes it a much easier process. This can free up time, save you
money and just make your life much easier. You have several options when it comes to paying
your bills online. In reality you will probably use a combination of the different options to pay the
majority of your bills online.

When you pay your bills online you should schedule payment a few days before the payment
is due. This will allow the payment to be on time if there is a holiday or weekend. Additionally, it
gives you time to make corrections if the payment did not go through for some reason.

You can set up reminders in your budgeting software that will let you know that your
payment should have been drafted from your account. This will help you keep a running balance
of your checking account, and decrease the likelihood of overspending. You can save on banking
fees if you stop yourself from overdrawing your account.

Although it is tempting to simply forget about your bills once you have set up automatic
payments, it is important to check periodically to make sure that everything is being paid on time.
This will prevent you from letting a mistake slide. You should still open your bills each month to

make sure the payment has not gone up or that the account number hasn’t changed.

36. The writer believes that by paying your bills online, you can .
A) lead a happy life B) enjoy a perfect lif
C) make your life easier D) have a healthier life
37. In order to pay your bills on time, you are advised to
A) write down your payment dates B) keep a written list of expected bills
C) pay a deposit before the payment D) schedule payment a few days in advance
38. To keep a running balance of your checking account, the writer suggests
A) keeping your spending in check
B) using budgeting software to remind you
C) spending your money according to a set plan
D) having a monthly budget based on your income
39. To prevent you from letting a mistake slide, you should
A) check your bills periodically B) set up automatic payments
C) contact your bank regularly D) limit the number of payments online

40. The passage is mainly about how to

A) schedule your payment B) pay your bills online
C) use your budgeting software D) save on banking fees
Task 2

Directions: This task is the same as Task 1. The 5 questions or unfinished statements are
numbered 41 to 45.

IR (U
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Company policy: It is the policy of this company to ensure a safe and healthful workplace
for all its employees. Injury and illness losses from incidents are costly and preventable (7] T [
f%)). This company will employ an effective accident and illness prevention program that involves
all its employees in the effort to eliminate workplace hazards (f& [5;).

Management: Management is responsible for preventing workplace incidents, injuries and
illnesses. Management will provide top-level support of safety program initiatives. Management
will consider all employee suggestions for achieving a safer and healthier workplace.
Management will also keep informed about workplace safety and health hazards, and it will
regularly review the company safety and health program.

Supervision: Supervisors are responsible for supervising and training workers in safe work
practices. Supervisors must enforce company safety rules and work to eliminate hazardous (/&[5
AY) conditions. Supervisors shall lead safety efforts by example.

Safety Committee: The safety committee includes employer and employee representatives
who are responsible for recommending safety and health improvements in the workplace. The
committee is also responsible for identifying hazards and unsafe work practices, removing
obstacles to incident prevention and helping the company evaluate the accident and illness
prevention program.

Employees: All employees are expected and encouraged to participate in safety and health
program activities including the following: reporting hazards, unsafe work practices and accidents
immediately to their supervisors; wearing required personal safety equipment; and participating

in and supporting safety committee activities.

41. To make its workplace safe and healthful for its employees, the company will
A) provide safety training for its employees
B) send more supervisors to its workplaces
C) adopt an accident and illness prevention program
D) install special safety devices in its workplaces
42. The responsibility of the company’s management is to
A) ensure the high quality of its products
B) collect employees” comments and feedback
C) work out a safety and health program for the company
D) prevent workplace incidents, injuries and illnesses
43. The safety committee consists of
A) health and safety representatives
B) employer and employee representatives
C) department managers and union representatives

D) employees of different ages and backgrounds
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44. When seeing unsafe work practices, employees should
A) report them to their supervisors at once
B) ask a supervisor in your company to review them
C) file a complaint to your employer
D) stop them immediately
45. The passage is mainly about a company’s
A) safety and health policy
B) safety committee
C) decision-making process

D) safe work practices

Task 3
Directions: Read the following passage. After reading it, you are required to complete the outline
below it (No. 46 to No. 50). You should write your answers briefly (in no more than

three words) on the Answer Sheet correspondingly.

SkillsYouNeed.com

Founded in July 2011, SkillsYouNeed.com is a new and expanding web service. Based in the
heart of Wales, we are a small independent business, researching and writing our own materials.
With years of experience in education, both face-to-face and through distance learning, we
provide professional and personal skills to help improve people’s lives.

SkillsYouNeed.com attracts a diverse and growing international audience. Our content is not
only used by individuals but also by schools, colleges, universities and commercial organizations
around the world.

We are happy that our content is also used in books, journals, teaching materials, training
resources, websites and student assignments globally.

Our aims are to offer a free service accessible to all and to produce and publish high-quality
information about essential life skills.

SkillsYouNeed.com currently depends on revenue earned via advertising, eBook sales and
your donations to cover essential costs and allow us to further develop our services.

We welcome your feedback —please use our contact page to get in touch.

SkillsYouNeed.com
Founding time: in 46
Base: in Wales
Business type: a small 47 business
Service: providing professional and 48 to help improve people’s lives
Content used: 1) by schools, colleges, universities and commercial organizations;
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2) in books, journals, teaching materials, training resources, websites and student
assignments
Aims:1) offering a free service accessible to all;

2) producing and publishing 49 about essential life skills

Revenue: via advertising, 50 and donations

Task 4

Directions: The following is a list of terms related to banking. After reading it, you are required
to find the items equivalent to those given in Chinese in the table below. Then you
should mark the corresponding letters with a line through the center in order of the

numbered blanks, 51 through 55, on the Answer Sheet.

A — Accident type B — First aid

C — Risk management D — Unknown risk

E — Crisis management plan F — Risk control

G — Bodily injury H — Industrial accident

I — Market value J — Occupational disease
K — Risk prevention L — Partial loss

M — Loss control N — Effective date

O — Proof of loss P — Indirect loss

Q — Claim form

Examples: (Q) & (I) Bk
51 ) Bk () JEEERIR
52.. () JRUBTEAG () e
53. () #BorR () WA
54. () AERHE () R
55. () EAMU: () KR

Task 5

Directions: Read the following passage. After reading it, you should give brief answers to the
5 questions (No. 56 to No. 60) that follow. The answers (in no more than 3 words)

should be written after the corresponding numbers on the Answer Sheet.

Dear Mr. Smith,
My husband and I are regular customers of your restaurant over the past few years. We

enjoy your food very much.

#8310 7T
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However, on Saturday, September 27, we had a poor experience. I feel it is important that
you be aware of your employees’ behavior.

We arrived at about 6:45 p.m. The waitress seemed to be annoyed. She did not smile or
say anything friendly. We thought maybe she was just having a bad day. However, we ordered a
hamburger without cheese for our son. When the food came, there was still cheese on it.

We told her and her response in a rude tone was “Well, you should have reminded me!” She
said, “Just take it off.” We couldn’t just take it off because the cheese had already melted. We
asked for a new hamburger. She seemed very annoyed, but did get us a new hamburger. She also
did not refill our drinks until we asked.

I have enclosed a copy of our bill for your reference. Please contact me at any time about
this issue at (345)333-1234. A response from you will make us more likely to return to your

restaurant in the future.

56. What does the letter writer think of the food in the restaurant?
She and her husband
57. What should Mr. Smith be aware of according to the letter writer?

He should be aware of his

58. What did the waitress look like when they arrived at the restaurant?
She seemed to

59. What did the letter writer order for their son?
A

60. What is enclosed in the letter?

A copy of

Part IV Translation—English into Chinese (25 minutes)

Directions: This part, numbered 61 through 65, is to test your ability to translate English
into Chinese. After each of the sentences numbered 61 to 64, you will read three
choices of suggested translation marked A), B) and C). You should choose the best
translation and mark the corresponding letter on your Answer Sheet with a single
line through the center. And for the paragraph numbered 65, write your translation

in the corresponding space on the Translation/Composition Sheet.

61. If you want a refund for a product or service that did not live up to your expectations, say so.
A) IR FIHR BRI A BB R RAVINEE, IR AT LASR ARk
B) AR WSy = S B R R, PRk AR 2 — Rk L
C) ARVRAT AT & IR R B ah Bk 55 B ELR K, 1E TR,

62. Excessive stress can make you ill, and we hope that our tips will help you reduce, manage

and avoid stress.
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A) i A IR EBSN, BRUATRA A IR T DA B TR . & BRI S )
B) AT AR i b . BT R ), Bl 1A B IR TREAS 14 X LEE I L
O) B h s B OEAA B Y, BRI T IR 2 R D&, REATRER DT,
63. Candidates with good people skills are highly welcomed by employers because they’re more

likely to work well in a team.

A) REHURTEHZOR, AR & T R 55 S N rie i iX — I S 4K

RHE.

B) BA RAF N PrZAERE A RIS E IR 2 e EAI0XGE, BRI A M T8 A AT RELEATBA H i
TR,

C) Jig SRR PR 2 AR RE SR ARUASE BRI A A 2 72 PR T A b R
VOESER

64. Since you have all the information, you should offer a solution and present a short plan on

what you will do.

A) BIRVRICBEA R A I BORE, (BORUSA AT RESE bR DL T3 75, 1R H— /M IRAR ST

AR

B) BRI (51 LRI VT , (LURRTLLAE 5 PR (T Sk AT RO BPRH L
CLAAL,

C) BEARIRENR T (5, (RBEIZIRGE—MRYTE, Hosb Ul S Feb Rt — A
ik

65. I am sorry for the slow response time, and thank you for pointing this out! We are constantly
working on processing customers’ requests much faster. At the same time, I am glad to
inform you that from now on, you will never have to wait more than two minutes for a
response from our agents! We always make this our highest priority. Thank you again and we

will be waiting for you anytime you need it.

Part V Writing (25 minutes)

Directions: This part is to test your ability to do practical writing. You are required to write a
notice according to the following information given in Chinese. Remember to do the

task on the Translation/Composition Sheet.

YO VR R BB, DARY BB John Smith JoE 4% G — My & BGEA, @A
AT

LETARA (25 H) FrE=ffEAalERFEEREEN RS

W EBETR AT RS RERES,  Qe e & R T

B S0 o 7oy (O v s o @ S 1 | o N/AET TRl B

CEWEE, ERFHER S,

A~ W oo

%510 7
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