In the _ version, technology provides many tips
which can help the C.V. writer.
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Identify from the following which one is the part of basic
components of a reverse chronological or a functional
resume;
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A provides clarity for the less specialized
audience.
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In business communication, memos are one of the
most used forms of communication, other
being letters and emalils.
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The

the benefits.

restates the problem, the solutions, and
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reader with an overview.

Tori el itrkcn

The letter prefaces the reports and provides the
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cover
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The clarifies to the audience why this _
proposal is impartant, and explains the problem leading to
the suggestions.
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The of your CV depends on how well it conveys
the content and information.
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High-level executives have CVs that look from
workers on the shop floor.
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Any type of in your CV can backfire and
inaccurate information can damage one for life.
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Usually short reports focus on a single topic, limited in time

frame and comprises of pages.
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You write a resume when you are a non-
traditional job applicant, returning to work after a gap and
are not fresh graduate.
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In business English the first thing to keep in mind while
writing emails is recognizing
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The of a business report includes the tone and
the degree of formality in writing.
Bebwr! the rorwrt npsn -
introduction
o
methodology Il
o}
[ | style =
[ ] v/
discussion
o

Maha Malif's Compilation

oualilicu vy vailiiouvainici



Quaeskinn o & gl T0 | Wemry me T AL TN Jmaery 2020 )

Tl Mo 1

The
effective.

of the main ideas is what makes the report
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In business world, il one wants more significance for one’s comespondence, write

i

Select the correct option

reparts

lelters
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memos
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letier gives information to clienls, vendars and tells them what they are recedving, helping 1o focus readers’ attention on important things

Select the correct option
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caover

Maha Malif’s Compilation

oualilicu vy vailiiouvainici



The formal of a letter omits the salutation and complimentary dose e g sincerely

Select the correct option

Full Block
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Simplified
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Modified Semi-Block

Maha Malif’s Compilation

oualilicu vy vailiiouvainici



In business letter, the subjed line s placed two spaces below reader's name and two spaces shove

Selec! the comect option

subpect ling
O

complimentary close

salutation

¢ v
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The length of a business letter  can range from one page of lext to more than pages. I
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The Inside address and the heading, | @ the readers’ address, the complimentary close and signatures are essentials of all

Select the comect oplion

memas

circulars

O
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* v
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In business English, is used for routine
communication within the company and addresses a wider
audience who might be receiving complimentary coples.

sl | ¥ permmi aptam

letter

memo

report
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In business communication, English word count expands up
to when translated into a European language.

Erkeol the pomect aptinn

20%

35%

40%

Maha Malif's Compilation

oualilicu vy vailiiouvainici



Gurzhinn 0 ol 10 { Wrd frmes G- T7: 068 PR el Py 3050 ) Tl Binriea 1

In cultures, achievement is often measured in
terms of power and wealth, and emphasis placed on work
goals and assertiveness.

Eeberd the porest sptinn

femininity

O

masculine
* v

universalism

particularism

Maha Malif's Compilation

oualilicu vy vailiiouvainici



Eh.ﬂlinnllﬂ1ﬂiﬂh1|lnu’ﬂﬂ"ﬂ]lilﬂm'lm1 Teinl Markn: 1
The way to preserve someone’s positive face is by paying
attention to that person.
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Social class and of parents play a part in the
power differentials of families.
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In non-verbal r:urnmunlcatmn body language include(s):

Toltal Marka 1

Basleer i ihelt ¢mivent ayrime

O

eye movement

touch

body distance

All the given options
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In intercultural communication, the

Tainl Marks 1

sucie’@’s

emphasis on group doesn't mean equality.

Barliynil Thm wonres b optinm

individualistic

O

collectivistic
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commercialistic

expressionistic
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When planning intercultural training, it is helpful to have an
awareness of the dimensions of cultural
comparison.
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The concept of says that features of human
life and experience exist beyond the constitutive effects of
local cultural conditions.

Berfirn lim worest aptinm

Hegemony

O

Universality
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different activities at once.

Members of _ cultures are able to manage

polychromic

L 'J

monochronlic

diachronic

synchronic
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Speakers and listeners of a certain culture have
knowledge of how to make requests.
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explicit

O

| |implicit
. v

direct

'Imperative

Maha Malif's Compilation

oualilicu vy vailiiouvainici



Quarnkinn & T pld 10 { Wird S 30 DY PR O Felmesry 300G Tainl Mnrkr 1

Culture is analyzed by a number of dimensions and
areas are usually seen in differentiating

cultures.
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In business communication, success in multicultural team
projects depend(s) on:

Beelirn The st eptinm

management style

O

decision-making

time and place

All the given options
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As culture is linked to language and communication, the
business English teacher need(s) to have awareness about:

Eabean 1ha mawaws b gy um

Cultural content

Management

Business

All the given options
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The important change(s) which has/have been brought
about by globalization include(s):

transportation

O

communication technology

immigration

All the given options
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In cultures where Is held important, people
believe that you are what you do, and they base your worth
accordingly.
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achievement
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In , it is accepted without questioning that
those in charge have authority and seldom will the juniors
question about the implementation of a new policy,
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While communicating with a multicultural audience, one
has to watch out for cultural:

Eerbrmid T o b aged i

biases

O

expectations

graphics

All the given options
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The philosopher, Confucius, who lived in about the

century BC is often cited as understand

additional dimensions of culture.
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Low and high-context societies interpret message(s) which
are based on their:

Earbrerd the momect sptin

beliefs

O

values

systems

All the given options
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In intercultural conversations, problem(s) emerge because
the use(s) of:

Eerlien the wowect sptinm

honorific titles

O

reticence

turn-taking

All the given options
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In company cultures, in traditional, management
styles, responsibilities will be clearly defined.
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informal

neutral
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The of like-minded people would encourage
everyone to work together to benefit the company.
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There are ways of thinking about what
intercultural training is and what it can achieve.
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In with its emphasis on rights and uhiigatiuns.
thanking someone comes close to an ‘apology’.
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