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21.  Which of the followings is a disadvantage of oral communication?
a-  Direct means of communication
b-  Instant feedback
c-  Having records of what has been said

d-  Lacks the security of the written word
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22.  Which of the following systems is commonly used in places like airport lounges
or the foyer of large hotels during conferences and other functions?

a-  Public address system b- Paging system
c-  Bleeper system d- Radio paging

23. The text transmission system which is based on the original ‘telegraphic
network" is the

a- Telex b- Fax
c- Telephone d- E-mail
24.  Which of the following statements is false about voice mails?
a-  They enable comprehensive message to be left
b-  Inessential chit-chat is increased
c- Messages can be relayed to multiple destinations

d-  Messages can be left or accessed at any time

25. Avisitor to a large firm should make because executives are
often busy and don't have much time for visitors.
a-  anappointment b-  asuggestion
c- aprocedure d-  agesture

26.  Which of the followings can be used to express regret when the manager is not
present?
a-  I'll let you know when the manager arrives

b-  If you'd like to take a seat, I'll tell him you're here
c- I'm afraid the manager can't see you today. He is away on business
d-  I'msorry for the delay. The manager is attending a meeting

27. Aninternal number which connects an outside line with an office inside
building through a private switchboard is called

a- code number b- dial
c- extension d- exhibition

28. If the call you receive is a ‘direct incoming call*, state

a-  your name b-  your name and department
c-  the name of your department d-  the name of the company
29. A:

B : I'm afraid she’s out at the moment

a-  Could you take a message for Sandra, please?
b-  I'd like to speak to Sandra, please.

c- Could I leave a message for Sandra?

d-  I'd like to make an appointment for Sandra.
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30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

atsall Jaed g U U S 1amadil 2013 alal dygiad 5 gl
Which of the following questions means "*Who do you work for?**?
a-  Where do you work? b-  What's your job?
c-  Which firm do you work for? d-  Where do you come from?
He is away on a business to Paris. He'll be back next week.
a- trip b-  journey
c- voyage d-  travel
There are good programs on TV. | watch a lot.
a- few b-  veryfew
Cc-  quite few d-  quite a few

Which of the following words can be used as "a noun and a verb' and sound
the same?

a-  Offer b- Import

c-  Negotiate d- Lend

If the board of directors accepts these proposals, they able to go
ahead with the scheme.

a- are b-  would be

c-  will be d-  be

I hope to have to meet you at the end of the month
a-  acapacity b-  an opportunity

c- aproject d-  anenquiry

Britain's position is not very strong.

a- economy b-  economically

c- economical d-  economic

Waiter: What sweet would you like, sir?
Mr. Ali: ™

a-  Roast beef and Yorkshire pudding, please
b-  Carrots and roast potatoes, please.
c-  Fruit salad and cream, please.

d-  Vegetable salad and soup, please.

His salary ......cccoeuveenee by $ 500 last year.
a-  arose b-  arised
c- rised d- rose

If you may do something but you needn't, it is

a-  compulsory b-  voluntary

c-  contribution d- Efficiency
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40 "] have been to see a firm of insurance brokers.". He said

a-  he had been to see a firm of insurance brokers
b- | had been to see a firm of insurance brokers
c- he has been to see a firm of insurance brokers

d- | have been to see a firm of insurance brokers
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