Worksheet 1

Rewrite the sentences, keeping the same meaning. Use must, mustn't,
have to, don't have to, should or shouldn't.
1. It's not necessary to prepare anything in advance……………………………………….

2. I recommend that you bring your umbrella……………………………………….

3. It isn't essential to offer him any more money……………………………………………….

4. It is vital that these letters are sent today …………………………………..

5. It isn't a good idea to study until late at night  ………………………

Circle the correct form of the verb underlined

1. If  Mary had not lived/didn't live so far away, she would have walked/would walk to work.

2. If I were/would be you. I hadn't taken/wouldn't take that job.

3. If I win/won the lottery, I would give up/gave up working.

4. If my grandfather didn't die/hadn't died ten years ago, he would be/would have been one hundred years old now.

5. If you heat/heated ice, it will melt/melts. 

Restate the following Active phrasal verbs in the Passive. 

1. Everybody was talking about the extraordinary weather…………………………………..

2. We are looking for new business premises……………………………………………….

3. The government paid for my education……………………………………………………

4. Creditors took over the family business…………………………………………………….

5. You must write down everything I say………………………………………………………..

Complete the sentences using the correct form of the adjectives in brackets. Add than. the or as where necessary to make a comparative or superlative form

1 Baseball is ________________ _________________________sport in the USA. (popular)

2 She's much ___________________________________________ her brother. (serious)

3 He wasn't as _________________________________________ he usually is. (friendly)

4 That was __________________________________________ film l've ever seen. (good)

5 He's much __ ______________________________________any of his brothers. (generous)

Translate the following sentences:

1. Resteremo a casa se non smetterà di nevicare.

2. Ieri pomeriggio ci sentivamo molto stanchi perché lavoravamo sodo dalle sette.

3. Che cosa stavi facendo quando arrivò il poliziotto? 

4. Non potrò mai pilotare un aereo. Dovrò fare un altro lavoro

5. Se risparmiassimo 500 sterline, sarebbero sufficienti per una vacanza l'anno prossimo


Worksheet 2

Put these sentence into the passive (leaving out someone, they, we). 

Example: Someone might steal the car. The car might be stolen.
1. Someone will clean the room __________________________________________________

2. They had to cut down that tree. ________________________________________________

3. Someone should tell Sally what happened. _____________________________________

4. They're going to build a new hospital. ____________________________________

5. We can solve the problem. ________________________________________________

Complete the following sentences by circling the correct word in brackets.
1. The waiter (said / told) to me that pineapple was not in season

2. We will (discuss / talk) about the choice of food for the wedding tomorrow.    

3. When they offered me a free trip to Paris, I couldn't (refuse / deny) it.

4. I don't think the waiter (heard / listened) what you said.

5. Did you (follow / watch) that film on TV last night 


Complete the following sentences with a suitable preposition
1. Did you book your flights ............in............ advance?

2. We have planned a trip ........................... a theme park in Kent.

3. Originally, we planned a holiday ........................... July, but we had to cancel.

4. We couldn't think ........................... a good restaurant in the area

5. Who is responsible ........................... the transportation7
6. Is there an alternative ........................... travelling by bus7
Complete the following sentences by circling the correct form of the verb in brackets.


1. If the film (was / had been) a good one. I would have gone to see it.

2. If I (had been / were) you, I would change my viewing habits.

3. We (would record / could have recorded) the film if you had asked us.

4. If I (had / had had) enough money. I would buy myself a video recorder.

5. Suppose I asked you, (will you / would you) miss your favourite programme to help me study? 

Translate the following sentences:

a) Se i nostri amici saranno puntuali, stasera andremo al concerto.

b) Se in albergo avessi incontrato persone più simpatiche mi sarei fermato più a lungo.

c) II problema dell'inquinamento deve essere risolto in breve tempo.

d) Le vendite sono aumentate del 10% da quando è arrivato il nuovo direttore

e) Avevo studiato tutto il  pomeriggio e fu molto felice quando Sarah telefonò per invitarmi ad andare al cinema con i suoi amici.

Worksheet 3

Put these sentences into the passive, beginning with the words given.

Example: They promised Robert an interview for the job  Robert was promised an interview for the job.

1)  They showed Sarah the photographs.  Sarah……………………….

2)  I hope that someone will give Sally the message. I hope that Sally……………

3)  Normally, they pay me my salary every month. Normally, I ………………

4)  They didn't ask me for my address. I…………………

5)  I thought that someone had told you about the meeting. . I thought that you………………..

Put the verbs in brackets into the correct form.   

Example: I was late. The meeting started an hour ago. (be) (start)

1. They.................……….…………..... , even though we …………......….................. them a special invitation. (not come) (send)

2. We'll have a picnic tomorrow if the weather ……..……. fine. .(be)

3. Do you mind …………………... here for a moment (wait)

4. I..........…...….......... George an hour ago. He ......……………...........his homework. (phone) (do)

5. It was lucky that you didn't fall off the ladder. You might……………….…………….…(kill).

6. A: There's a great film at the Odeon this week. ...................…………………....... it? (you see) 

B: Not this week. I................…………………….............. it in London last year. (see)

John ……………………….……., his bag is on the desk (must arrive)

Conditionals - Put the verbs into the correct form:.

Example: She would have spoken to you if she had seen  (see)  you.

1) If l ……………………………………….(not | be) so busy yesterday. I would have visited you.

2) ……………….………………………………. …..(you | buy) a new car if you could afford one?

3) If he had been more careful he……………………..………………..…… (not | have) an accident.

4) What …………………………………………….. (you do) if you were the President of the USA?

5) If l ………………………………………………you, I’d go to the doctor. (be) 

Choose the correct form of the adjectives and adverbs in brackets.
1 The share price dropped. (significant/significantly) between 1997 and 2000.

2 There was a (sharp/sharply) fall in the value of the dollar in 1999.

3 Sales went up (steady/steadily) over the three-year period.

Choose the correct form to complete the sentence.

1. My parents are very strict with my sister: she ......................... go to bed late.

    a. is not allowed to          b. is unable to                    c. might not
2. l'm afraid I ......................... to get the tickets: they were all sold out.

    a. was able                b didn't manage               e wasn't allowed

    3 My exam didn't go very well: I ......................... do it again.

    a. should have to           b. might have to                c. can't

   4. Sandra doesn't know London well. She'll ......................... get lost if we don't pick her up

   at the railway station.
    a. might                    b. can                           c. probably

   5. Wendy looks so thin! I think she ......................... put on some weight.

    a must                   b has to                      e should

Find the mistake in each of the following sentences and correct it

1. I wish I would have a sports car .……………………………………………………………………
2. If we won't hurry, we'll miss the beginning of the film.      ………………………………………………

3. Unless she doesn't learn German, she won't get that job in Berlin ……………………………………..

4. If you didn't throw away the newspapers, I could have checked the films

.………………………………………………………………………….

5. If I would have more free time. I would take up tennis.  ………………………………………………

Complete the sentences appropriately using the correct comparative-superlative form.
1. I work for JTS, the…………. important company in this area.

2. ................. best way to learn a language is by living in the country.

3. The meeting on Monday lasted two hours. Today's will be even……………

4. Jane hates her job. She says it's the……………. job in the world.

5. Doing this job isn't ……………difficult .....………. I expected.

Choose the correct form of the adjectives and adverbs in brackets.
1. The share price dropped. (significant/significantly) between 1997 and 2000.

2. There was a (sharp/sharply) fall in the value of the dollar in 1999.

3. Sales went up (steady/steadily) over the three-year period.

4. Inflation will probably remain (constant/constantly) next year.

5. Salaries rose (unusual/unusually) quickly last quarter.
Translate the following sentences.

1. Questo tipo di computer è esportato in cinquanta Paesi stranieri.

2. “Che cosa avresti fatto se fossi stato al mio posto?” “Sarei partito immediatamente.”

3. Forse dovrò andare in Olanda il prossimo mese

4. Mentre sarò a Londra, avrò occasione di vedere molti spettacoli in lingua inglese.

5. Quell’inglese è in Italia da cinque anni e come molti dei suoi compatrioti non sa ancora una parola d’italiano.

Worksheet 4

1) Lynne Carter, the manager of the Timeways Travel company, is interviewing a young man called Paul Morris for a job.

Choose the correct form of the verb in italics.

Lynne: Your present company is Sun Travel, isn't it? How long (1) have you worked/ did you work- there/do you work there?

Paul: (2) l've worked/1 worked / I work for them for two years.
Lynne: I see. And what (3) did you/were you doing/have you done  before that?
Paul: (4) l've worked/I worked for a student travel company in Spain.
Lynne: Oh, really? How long (5) have you been/were you/ in Spain?
Paul: For nearly a year. (6) l've moved/ I moved back to London from Spain two years ago to join Sun Travel.
Lynne: I see. And do you drive. Paul?
Paul: Yes, I do. (7) l've had/I had/ I have a driving licence for five years.
Lynne: And have you got your own car?
Paul: No, not at the moment. (8) l've had/ I had/ I have been having  a car in Spain, but (9) I've sold it/sold it before (10) l've come/I came back to Britain.

2) Insert the correct form of the verbs in brackets so that the sentences express conditions and consequences.

If I (know),I (tell)you

………………………………………………………………………………………………………..

If she (want) to talk to me, she (ring up)

……………………………………………………………………………………………………..

Her health (improve) if she (sleep) longer

………………………………………………………………………………………………………

If he (have) enough money, he (buy) a larger house

……………………………………………………………………………………………………..

She (feel) lonely if Peter (go) out every evening

………………………………………………………………………………………………………

Rewrite the following sentences using the Passive form

Public opinion considers this project too expensive

…………………………………………………………………………………………………………

Everybody can hear the news at nine e/clock.

……………………………………………………………………………………………………….

Anybody can buy aspirin without a doctor's prescription.

……………………………………………………………………………………………………….

Students do not eat sweets in class.

…………………………………………………………………………………………………….

People celebrate special days like birthdays and wedding days by having parties.

………………………………………………………………………………………………………

Complete the sentences using comparatives of the adjectives in brackets 

1. Today is a lot ………………………………………………….yesterday. (cold)

2. My new car is much ………………………………………my old one. (comfortable)

3. This restaurant is……………………………………….. the one we went to yesterday. (good)

4. l'm a little …………………………………………………..my father. (tall)

5. The film was much ……………………………………….. I'd expected. (interesting)

Translate the following sentences:

1. Tom non avrebbe rotto il vetro se fosse stato più attento.

2. Keith aveva mai guidato un furgone prima di entrare a lavorare in fabbrica l'anno scorso?

3. Quando lavoravo con lui non riuscivo sempre a capire  che  cosa  dovevo fare.

4. Non è permesso fumare in questo ristorante.

5. Julie disse che sarebbe bello se tu potesse suonare nel loro gruppo

Worksheet 4

Complete the following sentences, using the verb in brackets in a 'to'-infìnitive or '-ing' clause.

Example: He expects to come  round about six this evening. (come)

1. He kept...............………….....….. while we were talking. (interrupt)
2. We asked him to stop ......……………………................ , but he took no notice. (shout)
3. The key is on the shelf. I remember..…...…………............... it there. (leave)
4. Remind me .…............……………........ that letter on my way to work. (post)
5. You'll have to wait for someone .......………………............... and repair it. (come)
Complete the following sentences, putting one of the verbs in brackets into the future with will, and the other into the present simple.

Example: I  will come tomorrow, if I  have time. (come) (have)

1. I .......................….………....... Jack the message if I ...................…..………......... him. (give) (see)

2. I.........…………................. you a call from the first phone box I ..............…................. . (give) (see)

3. If it......................………........ we ...………............................. the party indoors (rain) (have) 

4. There ............…….......... presents for all the children who ....................……to the party.(be) (come)

5. I think I ........…........................ here, until it..........…...................... raining. (stay) (stop)

Complete the following sentences with one verb in the past simple and the other in the past continuous.

Example: I  was reading the newspaper, when suddenly I  heard a loud knock on the door. (read) (hear)

1. I.......……............... George an hour ago. He ..….……..…….……….his homework. (phone) (do)

2. I first...……........ Marya couple of years ago. She …. ……....…….. at the Hospital then. (meet) (work)

3. We...........………... Peter to come with us, but he …….......….......... the football on TV. (ask) (watch)

4. While I....…….…......... to work this morning, I almost........…………..... an accident. (drive) (have)

Complete the .following sentences in your own words and ideas.
1.  If I had known about the concert, I ……………………………………………………….

2.   If I didn't spend so much on CDs, I ...................................................................................

3.   I would have taken a part-time job if ...................................................................................
Translation

1. Se Lisa mi avesse detto la verità non mi sarei arrabbiato.

2. Partiremo domani per Londra se i biglietti arriveranno oggi.

3. La lettera del signor Smith fu imbucata ieri.

4. Andrei volentieri da Roberto se mi invitasse alla sua festa di compleanno.

5. Devo studiare molto perché sono stato bocciato all'esame l'anno scorso.
Worksheet 5

Put in the Past Continuous for the interrupted action and the Simple Past for the action which

interrupts it.
1. Columbus (try) __________________ to reach India when he (find) _______________America 

2. When the burglar (break) _______________ into the house the family (watch) ______________

       a television programme 

3. He (suffer)___________________ from shock when I (see)______________ him in hospital.

4. He made a good recovery and when I last (see) ____________  him he (work) ______________

      as hard as ever

5. They put him to bed at once. Just as he (fall) __________ asleep the doctor (arrive) ___________

Restate the verbs in brackets to give the most suitable conditional form. 
1. You would learn more if you (study) sometimes.

______________________________________________________________________

2. If he (ask) me, I would have told him the answer.

______________________________________________________________________

3. I would arrive there too late unless I (catch) the earlier train.

______________________________________________________________________

4. John will manage to save a little money if he (do) without luxuries.

______________________________________________________________________

5. She would never have known Peter if Mary (not introduce) him.

______________________________________________________________________

Restate the following Active phrasal verbs in the Passive.
Mention the agent only where necessary.
1. An old servant looks after the house.____________________________________________

2. They have put off their wedding for six months.___________________________________

3. Nobody referred to Peter's mistake again.________________________________________

4. Someone is asking for Mr White on the telephone._________________________________

5. One doesn't speak of private affairs in company.___________________________________
Choose the correct form of the adjectives and adverbs in brackets.
1. Shareholders were (extreme/extremely) disappointed by the (considerable/considerably) decrease in share prices.

2
Unemployment has risen (dramatic/dramatically) over the past three years.

3
The company performed very (good/well) last year.

4
Inflation will probably remain (constant/constantly) next year.

Translate the following sentences:

1. Se finiremo presto, andremo a prendere un gelato

2. Se non fossi stato malato, avrei potuto studiare ieri.
3. Voleva fare la scrittrice quando la conoscevo io

4. Potremmo comprare una macchina nuova se tu non spendessi tanti soldi per i tuoi vestiti..

5. Per fortuna, gli strumenti del laboratorio non furono danneggiati.

Worksheet 6
Complete the following sentences, using the verb in brackets

1. They can tell us the answer tomorrow. (Futuro con will) …………………………………………

2. I can't see very well. (Past Simple) ……………………………………………………………….

3. David must repeat the test. (Future con will) ……………………………………………………...

4. My younger brother can play the drums. (Past Simple) …………………………………………..

5. 1 can't be at the restaurant before ten. (Future con will) ………………………………………………
PREPOSITIONS - Complete the following passage with a suitable preposition or particle.

I really believe (1) ............in........... educating young children about the environment. We have to make them aware (2) ........................... the dangers (3) ........................... our coastlines and beaches. So far, we have succeeded (4) ........................... getting schools involved (5) ........................... local conservation projects, such as cleaning (6)  .................  beaches. Unfortunately, few parents have shown interest (7) ........................... these projects; most of them object (8) ........................... picking (9) .......................litter on  a beach. They are prepared (10) ........................... drive their children to the beach  but that's all. They argue that they are not responsible (11) ........................... the beach, the local council is.

Complete the following sentences by circling the correct form of the verb in brackets.
1. She would have gone to university if she (had had/has) the opportunity.

2. I (hadn't complained / wouldn't have complained) if they had taken away my TV.

3. I might have heard the news if I (wasn't / hadn't been) at work.

4. If the programmes (hadn't been / weren't) so boring, I would watch more TV.

5. If I (had been told / were told) about her birthday, I would have brought a present.

Comparatives  Find and correct the mistakes in the sentences.

1. Janet is most experienced salesperson in the company……………………………………….

2. Property is more cheaper here than in London………………………………………………

3. My company sells the more expensive furniture in the country…………………………….

4. Julian came to the office so fast as he could………………………………………………….

5. Maria arrived at the office more early than usual…………………………………………
Translation

1. Se stasera potrò uscire ti telefonerò alle cinque.

2. Se tu avessi chiuso la porta il cane non sarebbe entrato.

3. Tutti gli studenti sono stati invitati alla festa di compleanno di James.

4. Linda aveva appena chiuso la porta quando il campanello suonò ancora. Suo marito aveva dimenticato le chiavi della macchina sul tavolo.

5. Quando andai a casa di Paolo vidi che stava riempiendo un modulo per un nuovo lavoro

Worksheet 7

Complete the following sentences, putting one verb in the present perfect and one in the past simple.

1. We  ……….  in Manchester from 1985 to 1990, but we…………… to Liverpool now. (live) (move)

2. A: There's a great film at the Odeon this week. ............................ it? (you see)

 B: Not this week. I................................ it in London last year. (see)

3. When we were kids, we ................................ to Blackpool for our holidays, but I...........................

       back there for years. (go) (not be)

4. A: This is Mary. I don't think you ................................. (meet)

B: Oh yes. We know each other well. We ................................ at school  together. (be)

5. A: I................................ to phone John, but he's not at home. (try)

B: He should be. He ................................ work an hour ago. (leave)

Write a sentence for each situation using the words in brackets and a model verb. In some cases more than one solution is possible. 

1 Her husband left her and she lost her job. (she/very unhappy)………………………………………

2 Brian got a job in Holland. but he can't speak Dutch.

   (His new boss thinks/he/learn Dutch)……………………………………………………………….

3 It's 8.45 and Steve is still in bed. (he/miss/the 9.15 train)……………………………………………

4 My sister is a model. She eats at least one cake every day

    (In my opinion/she/not so many cakes……………………………………………………..

5  He is a Professor at Oxford and has written books in Latin and in Greek.
    (He/very intelligent)……………………………………………………………………………

Complete the following sentences using will/would and the correct tense

1. Look at that sky! It's going to rain. If l (get)....…............ wet. l'm sure  (catch) ..……........... a cold.

2. Well. l'm not your teacher so I don't know the answer, But if I (be) ....................……………  your teacher, I (tell) ..……………….................... you to look in your dictionary!

3. I often imagine being on a desert island, If I (live) ………......................... on a small island  in the Pacific. I (spend) .............…………............. all day fishing and sunbathing.

4. Yes. I often see Helen. If I (see) …………............. her tomorrow. I (tell) .........................   her  to call you.

5.  If we (hurry) ............……............ we (get) ….................... to the cinema  before the beginning of the film.

Complete the sentences appropriately with a comparative/superlative form.
1. The more time we spend on the project, the …………………..………..it will be.

2. Last year's conference wasn't as good ………………………………………….

3. My current job is more interesting …………………………………………………

4. l've never had such a good job. In fact, this is the………………………………….

5  The more money I earn, …………………………………………………………….
Translate the following sentences:

1) Liz andrà in America non appena avrà abbastanza soldi.

2) Non ci è permesso portare valige pesanti sull'aereo.
3) Si pensa che la guerra in quel Paese finirà presto.

4) I pompieri dicono che l'incendio può essere spento facilmente.

5) Ti porterei con la macchina se tu uscissi con me adesso.

6) Susan disse che non era mai stata in questo ufficio prima

Worksheet 8
Put the verbs in brackets into the correct form.   

John Davidson is a business executive. After working in the USA for many years he went to work in France two years ago. He is talking about, and comparing, his experience of business customs in  the two countries.

 Before _______________ (come) to work here in France, I _____________ (have) a lot of experience of ______________ (work) in the USA. At first it ________________ (be) difficult to adapt to the customs in France, but now I _______________ (be) here for two years and it no longer seems so strange.  If I ____________ (stay) for another two years , I am sure I ___________ (adapt) fully to working in France. When I was in the USA I ______________ (can) ______________ (take) my holidays at any time during the year, but here in France the factory _____________  (close down) for almost the whole month of August every year, and that is when almost all my annual holidays are. When I worked in the USA punctuality ___________________ (consider)  very important, but here in France nobody______________ (notice) if people _______________ (arrive) late for meetings. In the USA lunch was usually a sandwich ____________ (eat)  at my desk, here in France the lunch  break is very important and a lot of work______________  (do) over lunch.

Complete the following sentences to express conditions and consequences.

1. If I lived in France.............................................................

2. You will not finish this work unless you.............................................................

3. He would buy a larger house if......................................................................

4. If I didn’t take a long holiday every year ……………………………………………………

5. If I hadn’t studied English at school.......................................................

Complete the following sentences with a suitable comparative or superlative form of the adjective in brackets. Include any other necessary words like the, more, most, less, as or than.

1. The latest offer is __________________ (advantageous) any others we have received so far. 

2. This call centre job is ____________ (boring) I have ever had.

3. Brian is much _______________ (good) at managing the department than his predecessor was.

4. This business is much ___________ (competitive)now than it was when I was working.  

5. The market has been much  ___________ (slow) since the crisis began.

Complete the following sentences by adding the articles the,  a or an where necessary. If no article is required mark the space with a  /

1. __________ most serious problem we are currently facing is the rising cost of ________ raw materials we use.

2. _____ my main worry is that when I finish University I might not be able to find______ work.

3. It is often difficult for _______ unemployed to pay________ rising cost of fuel bills.

4. ______ fall in house prices we are seeing today is __________ example of what can happen in a recession.

5. I hope to get a job in  __________ marketing or in the research department of ________ big company.

Worksheet 9

Complete the passage by putting the verbs in brackets into the correct form
New York, June 11

Michael Nelson jailed for 11 years for insider trading

In New York, a former hedge-fund manager, Michael Nelson, ………………………… (sentence) yesterday to 11 years in jail for one of the biggest insider trading cases in American history. Nelson, 54, also ………………………… (receive) a fine of  $10m (£6.4m). In the years between 2003 and 2008 the Gallileo Group founder …………………………  (make) well over $50m from illegal trades, ………………………… (say) the judge at the Manhattan federal court.

In March, Nelson …………………………  (already convict) of 14 counts of securities fraud and conspiracy charges after a two-month trial.

In the opinion of the judge, Nelson's "crimes and the scope of his crimes reflect a virus in our business culture that …………………………  (need) to be eradicated": he ordered that Nelson ………………………… (must) ………………………… (report) to prison on 28 July.

But the judge also ………………………… (praise) Nelson for ………………………… (donate) large sums of money to victims of the earthquake in Pakistan and the 9/11 attacks. If he ………………………… (not be) so generous his sentence ………………………… (probably be)more severe. Nevertheless, if he ………………………… (serve) all his sentence in prison, …………………………  (not  come) out  until 2023.

Altogether, more than two dozen people have been jailed in the case, with sentences …………………………  (range) from a few months to 10 years. 












(15 marks)

Complete the following sentences with a suitable preposition

1. After arguing with the boss, John sent an email applying __________ a new job.

2. The presentation was given ____ the sales manager 

3. In my new job I have to report directly _______  the managing director.  

4. John was working  _______ the marketing division

5. My new boss told me to inform him _______ any problems in production.

(2.5 marks)

Complete the following sentences with a suitable comparative form of the adjective in brackets. Include any other necessary words like the, more, less, as or than.

1. This is __________________________________  job I have ever had. (difficult)

2. Our share prices have been ____________  since the crisis began. (low)

3. My new secretary is a __________________typist than the one I had before.  (fast)

4. David is a much _______________ salesman now that he has gained experience. (good)

5. Business was much _______________ when I was working than it is today (competitive)

(5 marks)
What do you say to a colleague who….. (use one of the following words in each sentence. Do not use the same words more than once):

should /would/ must /might /could /ought to/ have to/ need

1. .....wants to speak to her boss, but he is never available   ______________________________________________________________

2. ….can’t work because she has a headache

 ______________________________________________________________

3. …..frequently goes home from the office early leaving you to do all the work ______________________________________________________________

4. …..wants to speak to you -  but you are too busy
______________________________________________________________
5. …...wants you to help him finish preparing a presentation 
  ______________________________________________________________
(7.5 marks)
Worksheet 10
Put the verbs in brackets into the correct form.   

STF Ltd. is a Manchester-based company producing telecommunications equipment which has radically restructured in order _________________ (meet) problems caused by the present crisis.

Three years ago STF Ltd _________________ (face)  a very difficult situation. At that time, the company _________________ (lose) money, and its management structure _________________ (be)  very inefficient. The management responded to these problems by _________________  (reorganize) the structure of the company. Now there are fewer, more productive employees and the number of management levels _________________  (reduce). Today the company is organized in a very different way. Many jobs such as cleaning that _________________  (use to)  be done by in-house staff  _________________ (now perform)  by outside companies. Unfortunately, in order to complete this process of downsizing, a lot of the staff _______________________ (make) redundant. 

One of the consequences of _________________  (reduce) the number of management levels in this company has been_________________  ( make)  decision making less bureaucratic. Now a manager must _________________  (be) more willing to delegate, and employees __________________ (encourage)  to use their own initiative.

There is room for optimism about the future. Sales _________________  (now, improve)  and if the present  trend _______________ (continue) the company will make a healthy profit next year. 

Complete the following sentences in a suitable way.

1. If I switch to working part-time from home, I  ______________ (be able)  to spend more time with my family.

2. if I had known how stressful it was, I_________________ (not decide) to be a teacher

3. I would take an expensive holiday every summer if I _________________ (earn) a high salary.

4. Many people would have bought the product if a better promotion campaign _____________ (organized).

5. More people would consider starting their own companies if there __________ (be) more incentives  

Articles. Insert the appropriate article where necessary. Put a dash ( - ) if no article is required.

1. The government is introducing ____ series of measures to help _____ unemployed to find _____work.

2. Julie is very happy because  ____ her boss has agreed to give her _____ increase in her salary.

3. It is very difficult to understand ______ market for this product. Maybe we should carry out ____ survey.

4. In _____ 2012 _____ Euro had _____ very difficult year.  

Complete the following sentences with suitable prepositions

1. I hope to work _______ the same company _____  I retire. If I do, I will be able to work my way ______ the company ladder, getting promotion ____  more senior positions.

2. I am looking  ____ a job in finance. I would like to go ___  London and find a job ____ the City.

3. Our company needs good managers. We can achieve this ________  in-house training, and we invest a lot of money ____  this. The courses are taught ______ very highly qualified people.

Worksheet 11
Jasvinder Pal runs his own company selling computer software. Complete the passage about his career by putting the verbs in brackets into the correct form. 

After I __________ (leave) University in 1999 I was unable to find a job. Instead of _____________ (work) I decided to continue  my studies and I ____________ (complete) an MA in 1993. Soon after that I ____________ (find) a job with a financial company and ____________(work) there for five years, from 1993 to 1998. My whole department ____________ (make) redundant in 1998. It was a good job, and I would not ____________  (leave) if I_____________ (be able) to stay. I _______________ (be) then unemployed for almost 2 years, but in 2001 I ___________________ (inherit) some money and decided to invest it in ____________ (set up) my own business. For the last 12years I ____________ (run) this company. I like ____________  (be) my own boss. Even though it is very stressful, and I must_____________ (work) very hard, I will continue to do this work until I ____________ (retire). 

Complete the following sentences with a suitable conditional form and the verb in brackets.

1. If the conditions were right, we____________________ (accept) the deal

2. I would speak to the staff, if  I ___________________ (know) what to say  

3. Simon didn’t study at school. If he ______________ (study) he might _______________ (to get) a good job in a big company.

4. If I_______________ (be)  you. I would apply a job in marketing.

Complete the following passage by adding the articles the,    a or an where necessary. If no article is required mark the space with a  /
I know _________ project development is always a long process. At present we are working on _______ new project.  ________ project will last three years and at _______ end our company will produce _________ entirely new range of goods.  _________ my responsibility is  _________ design of  the packaging. Usually, ________ most important  packaging material we use is __________  cardboard. __________ cardboard and other materials we employ are all ecological. 

Complete the following sentences with a suitable preposition

1. After I left University I applied _____ a job with this company

2. I attended an interview  which was conducted _____ the Human Resource Manager 

3. After the interview I was offered a position to work _____ the marketing division.

4. I had a good career and was moved  _______  the  promotional ladder until I reached a high position in the company.

5. However after only 2 years I decided I wanted to start a new career and I resigned_____  the firm

Worksheet 12

Put the verbs in brackets into the correct form.   

EDIL is a chain of stores____________ (sell) electrical goods all over the U.K. The company _____________ (establish) after the Second World War and _______________________ (grow) rapidly, especially in the 1960s and 70s. Today, however they ________   (face) serious difficulties. Because of rapidly changing technology it _____________________ (always be) difficult to keep pace with developments. Sales ________________ (fall) constantly in the years 2007 -  2012 because of the crisis. Nowadays many customers prefer _______________ purchase goods online. In order ____________ (meet) the changing market, 20 % of the group’s high street stores ______________ (close) between 2007 and 2012, and the company now  __________ (focus) on larger out-of-town stores. Costs have been cut  by ________________   (reduce) staff. This is regrettable, but if the group__________________ (not take) these measures, it ______________ (probably, not, survive) until today. The product range of the company _______________ (modify) in response to changing customer needs., Now the company are confident they have a more solid financial base, and if the economy___________________ (improve) in the near future they believe they will be able to grow again. 

Articles. Insert the appropriate article /the, a, an) where necessary. Put a dash ( - ) if no article is required.
1. In the remaining months of _____ 2012 we think _____ value of  _____ Euro will fall compared to other currencies.  

2. We hope the new government will take measures to help _____ old and sick.

3. ______ my new job is more interesting than   ____ last one I had.

4. We believe this product has  ______ market. ______ first problem we should consider, however, is ____ price at which it should be launched. 
5. All my problems will be resolved if I can find _____ good job.

Complete the following sentences with suitable prepositions

I chose to work  _______ a large multinational company because I thought it would give me the opportunity to work my way ______ the company hierarchy, through promotion ____  more senior positions. I was also very interested ______ travelling, and I hoped the company would let me transfer ____ the USA, a country I am fascinated ______.
The reality has been disappointing. I am still working _____ the London office, and _____ the same level as when I started 5 years ago. The company does not offer as many opportunities _____ personal growth as I expected. If nothing changes ____ the course of the next 12 months, I think I will move on.
