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Write the phrase after the definition.

1	Tell the employee information about their 	performance and progress ________   
2	Have a better chance of moving up within the 	company ________ your ________ ________
3	An interview with your boss each year to 	check progress ________  ________  
4	Give an employee the desire to do something 	________   
5	To give yourself objectives _______ your 	________
6	To look at your job calmly and objectively 	________ a ________ ________ 
7	Not letting your job keep you from your 	family ________ ________
8	Be successful in reaching your objectives 	________ your ________
9	Do the job better ________ your ________
10	Learn how to do something better	 ________ ________ 

Language at work

Complete the email with the correct form of the verbs in the list.

could x2     have to     must     mustn’t     should        shouldn’t x2

Dear Jim,

You asked me for some advice about your interview next week with Terry Alderson in Marketing. The main thing is that you 11 ________ be late. He’s really big on punctuality. In fact, you 12 ________ get there at least fifteen minutes early. Terry’s not a formal kind of guy, so you 13 ________ wear a suit – jacket and tie is fine. But you 14 ________ be neat and clean-looking – Terry thinks that’s really important in marketing.
He always likes somebody with the personal touch, so you 15 ________ ask him about his family. But you 16________ ask too many personal questions, because he’ll get bored.
There are some questions he 17________ ask you by law – things like your criminal record, etc. That’s normal – don’t worry about it. It’ll be a long interview – maybe two hours or more. You 18________ ask for a break in the middle – that might be a good idea.

Hope this helps,
Gianni



Complete the conversation.

Dan	Natalia has just told me she’s not happy with 	my work.
Alina	I 19______________. Did she say why?
Dan	No. 
Alina	Don’t 20___________. She’s just stressed out at 	the moment. 
Dan 	But she says something like this every day.
Alina	I know 21___________ you feel. She’s the same 	with me. It’s not your 22______________. Have 	you 23______________ of doing yoga?
Dan	Yoga? Because my boss hates me? I 	24______________ do that.
Alina	Look, Dan, I 25___________ totally, but really 	you shouldn’t think too much about it. Why 	26____________ you go for a coffee and relax?
Dan	Yes, good 27_________. I hope she isn’t in the 	canteen!
Alina	She has a deadline today. Perhaps you 	28____________ wait until next week and then 	ask if you can talk to her. 
Dan 	Yes, that might be 29______________.
Alina	I’m sure there’s a 30______________. It’s just a 	question of timing.
			
			     Result ______ / 30 marks

Speaking test

Role card

This Speaking test has only one role card because each student has to give an individual presentation. Copy this page and cut out the role card for the student. Then use the Speaking test results forms to evaluate each student’s performance. You can then cut out the results and give them to the student.

Prepare and give a mini-presentation. Follow these stages:

· [bookmark: _GoBack]Introduce and describe briefly the place where you work.
· Describe what programmes (if any) are in place for the staff’s personal development.
· Describe how much you have used them and what benefits you received.
· Suggest improvements which could be made, and which new programmes should be introduced.
· Thank the audience for their attention.

Speaking test results

Use this form to evaluate the student.

	Can the student …
	Didn’t do this 
(0 points)
	Yes, but with some
mistakes
(1 point)
	Yes, did this very
well
(2 points)

	describe their place of work?
	
	
	

	describe the company’s personal development programmes?
	
	
	

	say how he / she used them?
	
	
	

	suggest improvements and new programmes?
	
	
	

	thank the audience appropriately?
	
	
	


					
  Result _______ / 10 marks

