English for Business Life: Elementary                                                            

Assignment 1

1.  Use ‘a’  ‘an’  or ‘the’ to fill in the gaps in these sentences.
a. I’m _______ engineer.

b. Ed Martin is _______ export sales manager.
c. Vince and Pepe work on _______ manufacturing side.

d. It’s _______ interesting job.

e. Do you work in _______ Purchasing department?

f. Are you _______ sales rep?
g. I work for _______ multinational company.

h. She is _______ University lecturer
i. Is it _______ American company?

j. He isn’t _______ designer.

k. It’s _______ French name.

l. We work for Inatia Systems, in _______ European sales team.

2. Fill in the gaps in the following dialogue. (Use the present tense of the verb ‘to be’). 

A: a. _______ that Susan Hogg from Finance?
B: No, b. _______(it/not).

A: Where c. _______ (she)? Do you know?

B: No, I don’t. d._______(she/not) in the office.

A: Does she have a mobile?

B: I think so.

A: What e. _______her number?

B: f. _______ (I) sorry. I don’t know.

A: g. _______ (you) from the finance department?

B: No, h. _______ (I) i. _______ (I) a receptionist.

3. Put the verbs in brackets into the correct form.

A: What a. _______ Faisal  Suri _______ (do)?
B: b. _______ (he/work) for a company called Matsu Engineering.

A: How c. _______ (you/spell) Matsu?

B: M-A-T-S-U

A: d. _______ (he/be) an engineer?

B: Yes, but e. _______ (he/not/work) in Production.

A: f. _______ (he/work) in R & D?

B: No, g. _______ (he/not). h. _______ (he/be) on the training side.

A: i. _______ (you like) him? 

B: Yes, j. _______ (I) …., but k. _______ (I/not/know) him very well.
4. Write the following numbers.
1st 
> first

9th 
>

34 
>

3 
>

100>

2nd 
>

3rd 
>

5. Read the statement below. Underline the correct verb in italics.
	I work/works in a factory not far from West Street station. The address is/are 76-84 Ohio Road. My office is/are on the second floor. There are/is some good cafes and restaurants in West Street, near the station.  My friends often have/has lunch there.
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