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A. Fill in the blanks with the correct words from the box.
1. What are your _____________________________ for this job?
2. Applicants for the office manager job must have _____________________________ experience.
3. I _____________________________ a big company over a small one.
4. Is this position _____________________________ or temporary?
5. I _____________________________all your hard work on this project.

B. Circle the correct answers.
6. Try to make a good first ( impression / background ) in an interview.
7. Hello, I would like to ( seek / confirm ) the time of my appointment.
8. Did you read the job ( department / description )? It lists all your duties.
9. The ( art / content) director said she loves your drawings.
10. I have a website, so I’m ( familiar / willing ) with web design.
prefer	qualifications	permanent appreciate	administrative

C. Choose the correct answers.
11. What ideas did you ___?
a. come up with  	b. catch up with	
c. hear from

12. Interviewers often ask you about your strengths and ___.
a. outfits	b. departments     c. weaknesses

13. Can you help me ___ for my interview?
a. challenge	b. prepare	c. exercise

14. This job is for beginners. It is ___.
a. previous	b. entry-level        c. easygoing

15. We need to ___ this meeting soon. It’s getting late.
a. look forward to	b. wrap up 	
c. bring up

16. E-mail ___ is more common than sending letters.
a. correspondence    b. certificate	c. call

17. Be sure to show ___ in your interview.
a. society  	b. confidence	 c. benefit

18. The first ___ of any project is planning.
a. trend   	b. attitude	c. phase

19. Please ____ to this e-mail as soon as possible.
a. recommend	b. establish	c. respond

20. The ___ for the assignment is August 1.
a. deadline	 b. brand	      c. accomplishment
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1. qualifications
2. administrative
3. prefer
4. permanent
5. appreciate
6. impression
7. confirm
8. description
9. art
10. familiar
11. a
12. c
13. b
14. b
15. b
16. a
17. b
18. c
19. c
20. a






















































