Everyday Technical English  



Assignment 1 - Working in industry

1. Complete the sentences using an appropriate preposition.

1. 
I am responsible _for   Recruitment.   

2. 
The project must be completed ______ the end of the year.

3. 
The company said that they were reluctant to take ______ another 
project in Russia at the moment.

4. 
Sara’s ______ Accounts – she used to work ______ an inspector for 
KMPG.

5. 
Peter joined the department ______ 2001.

6. 
Some people relocated ______ Brussels recently.

7. 
I travel extensively but I’m actually based ______ Germany.

8. 
For this project, we have to liaise ______ our colleagues ______ Tallinn.

9. 
We employ casual staff ______ peak times.

10. 
Michel was promoted ______ team leader last month.

11. 
Most of us work ______ a permanent contract, but some of us are 
______ temporary contracts.

12. 
You receive a bonus based ______the targets achieved in your PPR.

13. 
Do you pay ______ a private health insurance scheme?

14. 
We’re entitled ______ 25 days holiday per year.

15. 
You have to clock ______ and clock ______ of the plant.

16.    Katja is covering ______Helena – she’s on maternity leave at the 
moment.
2. Match a word on the left with a synonym on the right.

	1. annual
	a. two weeks

	2. fortnight
	b. three months

	3. frequently
	c. daily

	4. quarter
	d. yearly

	5. monthly
	e. seldom

	6. per day
	f. often

	7. rarely
	g. every month


3. Complete the sentences by putting the words in brackets into the correct form (either present simple or present continuous).

a. ______________ (we/open) a new plant in the USA next year.

b. ______________ (we/export) 20% of our production in the Far East.

c. ______________ (I/study) English at the moment because I need to liaise with colleagues in our Australian office.

d. ______________ (they/pay/you) overtime if you work weekends?

e. How many apprentices ______________ (you/be) responsible for?

f. Who is your boss?  Who ______________ (you/report) to?

g. This is Jan.  ______________ (he/be) in charge of our sales team.

h. What products ______________ (you/specialise) in?

i. With our flexitime system, ______________ (I/start) work any time between 7am and 9am.

j. Right now ______________ (we/work) on a product enhancement programme.

4. Rewrite the following phrases as shown.

	a hotel which has three stars
	a three-star hotel

	an operation in five shifts
	

	a journey that takes two hours
	

	a contract for two million Euros
	

	a working week of 38 hours
	

	a round trip of 150 kms
	


5. Choose a two-part verb from the box below to complete the sentences.

	open up
	take on
	look after

	close down
	take off
	start up


a. We always ___________ extra staff in the holiday season.

b. We had a mechanical fault on the production line last week, but we hope to ____________ production again tomorrow.

c. The environmentalists are trying to force the company to ____________ the refinery.

d. We’re bringing in an electronics specialist to ___________ our communications systems.

e. I’m relocating to France.  Our company is going to ____________ a new sales office in Paris.

f. I’ve been working really hard recently, I’m going to ________ the rest of the week ________.

6. Add the if necessary to these geographical areas.

a. ………. United Kingdom(UK)

b. ………. Netherlands

c. ………. France

d. ………. China

e. ………. Far East

f. ………. Philippines

g. ………. Sweden

h. ………. Poland
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