=0 EEE 81, 270 02 7Hg HEe o BEoi=S (a), (b), (c), (d) SO DEA|L,

They will __ a crucial meeting next week.

(a) postpone (b) conduct (c) cancel (d) schedule
DE XNYUE2 Ha B M E FMEsH{of LCt.

All employees must submit their annual ___.

(a) request (b) research (c) report (d) receipt
T YFE =I5t H|0] U= AlZES HUASLICE
She checked her ___ to find an open slot.

(a) calendar (b) record (c) memo (d) schedule
MZR2 AFF4 H[Z0| LY HiSE of| FIL|Ct.

New office  will be delivered tomorrow.

(a) furniture (b) equipment (c) supplies (d) tools
SE

o] do g2 Hel3o SQELIC

uin

among colleagues is vital for teamwork.
(a) Interaction (b) Interference (c) Interruption (d) Introduction
IDT2HE ot 7(et2 X|7|7] 218l o2 sHof HSLICE

—_

We had to work overtime to ___ the project deadline.
(a) extend (b) miss (c) meet (d) set

Ot EQ% MBS IFY sH|Ho| BBHALIC

rr

He stored the important in the filing cabinet.



10.

11.

12.

13.

14.

15.

(a) files (b) documents (c) records (d) papers

2|9l = 27T 10|01 A[ZFE of H IL|Ct.

The meeting is scheduled to __ at 10 AM.

(a) conclude (b) postpone (c) commence (d) adjourn
A 9Ak=E ME2R2 BME SHYSLICH

The company announced anew

(a) procedure (b) guideline (c) rule (d) policy

She was satisfied with her work

(a) setting (b) environment (c) conditions (d) atmosphere

22|l= 2X HZ 2 2l =2|sH{oF gfL|Ct.
We need to the issue to find a solution.

(a) discuss (b) dismiss (c) postpone (d) ignore

O diEE =07| ?l6h M22 TEE MetdSLc

rir

He proposed a new strategy to increase

(a) efficiency (b) quality (c) productivity (d) output
D= 22 A2t HE dfjof ghct.

All employees are expected to demonstrate

(a) commitment (b) punctuality (c) diligence (d) reliability

et

2N Zto] o] SR etL(Ct.
between departments is crucial.
(a) Competition (b) Cooperation (c) Collaboration (d) Coordination

MZ2 2ZE0E &X|5t= ol =50| 2L

| need help to the new software.



16.

17.

18.

19.

20.

21.

22.

23.

(a) update (b) install (c) activate (d) register

= el 5o cist MRl s ZrAELCt

She took __ for her tasks.

(a) accountability (b) responsibility (c) ownership (d) control
CtE ol #/=2&0] 2 o F LT

A will be held next week.

(a) seminar (b) conference (c) meeting (d) workshop

Z2HE 0jZYe ofH 5 2@UL|CH

o=

rlo

The project is this Friday.

(a) completion (b) deadline (c) due date (d) target

He used his ___ to solve the problem.

(a) experience (b) knowledge (c) expertise (d) skills
ARA2 FE|7 E [0 /}SLICEH

The officeiswell- .

(a) maintained (b) arranged (c) organized (d) managed

We need to develop a new .

(a) approach (b) plan (c) method (d) strategy

JH= 9ol 82 HEUSLICH
She the minutes of the meeting.

(a) transcribed (b) recorded (c) drafted (d) compiled
DE AHF= A0 2t==[0{0F LT

All must be completed on time.



24,

25.

26.

27.

28.

29.

30.

(a) assignments (b) duties (c) tasks (d) functions
MZ2 #H0| ChZ 2RE A[HELCL
New will be in effect starting next month.

(a) rules (b) policies (c) regulations (d) guidelines

He __ his proposal.
(a) presented (b) submitted (c) introduced (d) offered

fele vE8dS F0{0F gLC}

rr

We need to increase our .

(a) effectiveness (b) efficiency (c) productivity (d) capability

= 0 Zolof| SEHMSLICH
She to the customer's inquiry.

(a) answered (b) replied (c) responded (d) addressed
OTZHEQ| Xl Mzts HIs| FM Q.

Please report on the project's .

(a) status (b) progress (c) development (d) update

O] AZER0= AHSAL Elot= QILICt.

This softwareis .

(a) easy to use (b) user-friendly (c) intuitive (d) accessible
IS MER Y =78 A8 AIEELICH

They started usinganew ____ tool.

(a) teamwork (b) cooperative (c) collaborative (d) joint




CH HIXL|A 91 AP B2 ZH|0| M Rt SR|E|= Al

— =a

, O12[0f] AWK =5 =2HoHM 2.

2| 507tXILILE. o] 2| AE

£HOf ===l o0l S o|nj SA
(ZAFK])

administer Jeed ' ministar/ OHED|L|AH Zt2|stet, SAL
Zistsict

agenda /o'dzenda/ oI ok, ol AL

approve lo'pruzv/ om=z=d Sel5to}, SAt
XtdsiCt

assign /o'samn/ QPN FSiLt, SAt
HH & STt

attend /o'tend/ 1= 1= ATt SAt

collaborate /ka'leebarert/ ZejHY|0|E = olCt SAt

colleague /"koli:g/ de|a o= AL

committee /ka'miti/ 7{0|E| 2|22 HAL

conference /'konfarans/ HHAHA 29|, 2| HAL




confidential / konfi'denfal/ Fapl=IES 7|2 YAl
department /dr’'pa:rtmant/ CIODtEHE 2N AL
document /" dokjumant/ CIRHE MF, M HAL
efficiency /1 fifansi/ O|I[MA| 224 HAL
equipment /'’ kwipmant/ O|ZHE ZHH|, AH| A
executive hg'zekjstiv/ O| 2X|FEIE dg%, 4¥ AL
extension /1k'stenfon/ Ol AHIM (H1%}) LiMd HAL
A%
facilitate /fo'silitert/ mHA2|H|0|E 8O[5HA| StCt, SAt
£ZIstCt
facility /fa'silati/ A 2|E| NE= AL
feedback /'fizdbaek/ =gl ol A, 2= AL
memo /'memou/ o =2 ol o= AL
minutes /'minits/ ojL{x 2ol 5 AL
notify /"noutifar/ - E[II}0] SHoICt SAt
operate /'pparert/ RI{Z|0|E SRS (= SAt




organize /'a:rgenaiz/ Q7{LI0|= ZE|SH, SAt
Ha|stct

overdue / ovver'du:/ QHF 7|sto] x|t 2

postpone /pou'spoun/ TAZ HI|StC} SAt

procedure /pra'si:dzar/ TZAKN ESPNS HAL

productivity / prodak'tiveti/ | ZEHE[H|E| A AEM HAL

progress /'progres/ TZgA T, T~ HAL

proposal /pra'pouvzal/ oZEH HH(A) AL

punctual /'panktfusl/ i AZtE =t | HE8A

reorganize /ri:'o:rganaiz/ 2|7LI0|= N b ael gy SAt

report /ri'po:rt/ 2| ZE HIAM, HAL SA}
HsHot

representative | /repri'zentotiv | Z|ZZ|HMEE|E | CHEX, Ci2(¢l HAL

/

request /ri’kwest/ 2|HAE H(SHC} HAL SAE

responsible /r1'sponsabl/ 2| AENE Mol = YAl

revise /ri'varz/ 2|Hfo| A =it SAt




schedule /'skedzu:l/ AFAE 2H, A= (SEE) | BAL SAE
stationery /'sterfoneri/ ES= ([ PSIE = =15 HA
supervise /'su:pervaiz/ I{HIO| = #ssit, SAt
2+2|Stot
task /teesk/ EfA3 e, AR AL
interact / mtar' aekt/ QIEHE A SEZSIC} SAt
environment /in'varrsnment | QIHIO|HHE £t3 AL
/

strategy /'streetadsi/ AE2HE K] 28| HAL
user-friendly ljurzerfrendli/ | SXN-ZHS2| AHEXE RIgHAQl | AL
acquire /o' kwarar/ 0{2}0]0f 2| =it ALk SAt
distribute /' distribju:t/ CIAEZIRE HH ZZ STt SAt
maintain /mein’tein/ | Q1 E| 21 XISt SAt
conduct /kon'dakt/ HYE A5}, SAt

X| 2| StCt




OiE 3: ™et

ChE2 THE 19| 03] & o= - ZH(ofl T

1. (b) conduct

2. (c) report

3. (d) schedule

4. (c) supplies

5. (a) Interaction
6. (c) meet

7. (b) documents
8. (c) commence
9. (d) policy

10. (b) environment
11. (a) discuss

12. (c) productivity
13. (b) punctuality
14. (c) Collaboration
15. (b) install

16. (b) responsibility
17. (d) workshop
18. (b) deadline

19. (c) expertise
20. (c) organized
21. (d) strategy

22. (c) drafted

of

L)



23. (c) tasks

24. (c) regulations
25. (a) presented
26. (b) efficiency
27. (c) responded
28. (b) progress

29. (b) user-friendly

30. (c) collaborative
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