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Direction: 1. There are 10 items in this test.
2. Each item has 4 choices.

3. You need to select the best answer and answer it in your answer sheet

1. Which is NOT correct statement about “Business Card”?
a. Height and age are necessary for good business card.
b. Business Card informs the detail’s job and company’s slogan.
c. Company’s name and person’s name are necessary for good business card.
d. Birthday and age are necessary for good business card.
2. Which is necessary for “Good Business Card”?

a. Fax number and birthday

<

Birthday and slogan

n

Company’s name and Fax number
d. Slogan and height
3. What is the purpose of “Slogan”?

To advertise

Qo

o

To apply for job

n

To inform detail’s job

d. To broadcast business card
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4, What is the best answer when you start the business conversation from

reading a business card?

a.

b.

C.

d.

Talking about company’s logo and personal information
Talking about company’s logo and slogan.
Talking about company’s address and personal information

Talking about product’s logo and slogan.

5. Which does NOT refer to “Office hours”?

a. Working hours
b. Business hours
c. Rush hours
d. Shopping hours
6. If you are on motorway and would like to go to Pattaya beach, you should
a. take the Pattaya-Rayong
b. take the Pattaya-Rayong exit
C. take the Pattaya-Rayong off
d. get the Pattaya-Rayong off
7. Which statement is not in the company profile?
a. Mark Trading (MT) was founded in 2004.
b. Mark Trading (MT) is a member of the EU international logistic committee.
c. Mark Trading (MT) has the good environment in the workplace.
d. aand c are not correct.




wangns : UssmatleUnsivngn Tuwuunagay

52
=D.

187391 : MWIVINOEANIUUTENBUNNS oy 7

\O

Iu@aﬁ 1 : Business Info WHUT : 3

8. Which is ordered from the highest to lowest position?
a. Chief executive officer, marketing manager, chairman, vice president, officer
b. Chairman, chief executive officer, vice president, marketing manager, officer
c. Chief executive officer, chairman, vice president, officer, marketing manager
d. Chairman, chief executive officer, marketing manager, vice president, officer

9. A: This is BB cosmetics. May | help you?

B:
a. | bought a Retro liquid matte lipstick.
b. | am looking for Retro liquid matte lipstick.
c. lam interested in Retro liquid matte lipstick.
d. band c are correct.
10. For inquiring an e mail, what is not important?

a. Details
b. Polite postscript
c. Company’s location

d. Contact
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Activity

sl Business Card

Im What should a good business card show? Check (¥) the boxes.

Person’s name Details of job Job title
Name of company Slogan Height
Telephone number  Fax number Birthday

Company address Company logo Age

Marital status

S =I(uT=F :) Look at the following business cards and answer the questions.

The following statements refer to which person?
© He works for an organization in New Zealand.

@ He takes charge of production.

lm From the above business card, answer the questions about Kroekrit.
@ Which company does Kroekrit work for?

® What is his cellphone number?

© What is his position at Best Construction?

O Where is the company Kroekrit works for? -

© What is the slogan of the company Kroekrit works for?

Activity

a2  Contact Us

lm From the information under Contact Us, answer these questions.

© What is the name of this company?

® What are the office hours of this company?
© How many ways are there to get to this company's office?

O Where is the office located?

© Does the office open on the weekend?
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Activity

Us)  Business Card

Im What should a good business card show? Check (¥) the boxes.

E’I Person’s name EI Details of job EJob title
™ Name of company ] Slogan O Height
] Telephone number M Fax number A Birthday
ﬁ Company address ﬁ Company logo Q Age

U Marital status

[ e k=P - Look at the following business cards and answer the questions.

The following statements refer to which person?
© He works for an organization in New Zealand. Steve Ryder

@ He takes charge of production. Somsak Tuncharoendee

lm From the above business card, answer the questions about Kroekrit.

Best Construction Company Limited

@ Which company does Kroekrit work for?
® What is his cellphone number?

© What is his position at Best Construction? President
100 Rama 1 Road, Bangkok

66(81) 211-8899

O Where is the company Kroekrit works for?

© What is the slogan of the company Kroekrit works for? Construct the best

Activity

1Je23  Contact ls

m From the information under Contact Us, answer these questions.

© What is the name of this company? MTK Transportation

@® What are the office hours of this company? 06.30-22.30 Every day
© How many ways are there to get to this company's office? Three
O Where is the office located? Samutprakan

© Does the office open on the weekend? Yes, it does.
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Direction: 1. There are 10 items in this test.
2. Each item has 4 choices.

3. You need to select the best answer and answer it in your answer sheet

11. Which is NOT correct statement about “Business Card”?
e. Height and age are necessary for good business card.
f.  Business Card informs the detail’s job and company’s slogan.
g. Company’s name and person’s name are necessary for good business card.
h. Birthday and age are necessary for good business card.
12. Which is necessary for “Good Business Card”?
e. Fax number and birthday
f.  Birthday and slogan
g. Company’s name and Fax number
h. Slogan and height
13. What is the purpose of “Slogan”?

e. To advertise

b

To apply for job
g. To inform detail’s job

h. To broadcast business card
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14, What is the best answer when you start the business conversation from

reading a business card?
e. Talking about company’s logo and personal information
f.  Talking about company’s logo and slogan.
g. Talking about company’s address and personal information
h. Talking about product’s logo and slogan.
15. Which does NOT refer to “Office hours”?
e. Working hours
f.  Business hours
g. Rush hours
h. Shopping hours
16. If you are on motorway and would like to go to Pattaya beach, you should
e. take the Pattaya-Rayong
f. take the Pattaya-Rayong exit
g. take the Pattaya-Rayong off
h. get the Pattaya-Rayong off
17. Which statement is not in the company profile?
e. Mark Trading (MT) was founded in 2004.
f. Mark Trading (MT) is a member of the EU international logistic committee.
g. Mark Trading (MT) has the good environment in the workplace.

h. a and c are not correct.




wangns : UssmatleUnsivngn Tuwuunagay

187391 : MWIVINOEANIUUTENBUNNS U GNEE ATRNT

Iu@aﬁ 1 : Business Info WHUT : 3 19

18. Which is ordered from the highest to lowest position?
e. Chief executive officer, marketing manager, chairman, vice president, officer
f. Chairman, chief executive officer, vice president, marketing manager, officer
g. Chief executive officer, chairman, vice president, officer, marketing manager
h. Chairman, chief executive officer, marketing manager, vice president, officer

19. A: This is BB cosmetics. May | help you?

B:
e. | bought a Retro liquid matte lipstick.
f.1'am looking for Retro liquid matte lipstick.
g. | am interested in Retro liquid matte lipstick.
h. b and c are correct.
20. For inquiring an e mail, what is not important?

e. Details
f. Polite postscript
g. Company’s location

h. Contact
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Direction: 1. There are 10 items in this test.
2. Each item has 4 choices.

3. You need to select the best answer and answer it in your answer sheet

21. He told me that he will you a call at 9 a.m.
a. make
b. sgive
c. get
d. call
22. Which is the best answering the phone?
a. Hi, I'm Mark.
b. Hello, I’'m not Mark.
c. Hello, Mark’s speaking
d. Hello, Mark’s here.

23, Which is not asking a caller to wait a moment?

o

Hold on the line, please

b. Wait a second, please.

n

Hold it down, please.

d.  Wait a minute, please.
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24. John: Excuse me, | would like to see Peter.

Secretary’s Peter: I’'m sorry. He is in the meeting now.

John:

a. Can |l leave a message?

b. Can | take a message?

c. Can | take your message?

d. Would you like to leave your message?
25. Which is NOT appropriate for putting someone on the hold?

a. Ask for the permission first from the caller.

b. Keep the caller on hold too lons.

c. Let the caller know what is going on if it’s too long.

d. Tell the caller to be on the hold with the polite sentences.
26. What is the best answer when you are about to finish your conversation with

a caller on the phone?

a. Wait a second and put the phone down first.

b. Ask a caller to put the phone down first.

c. Wait for a caller to put the phone down first.

d. Put the phone down first.

27.  (02)5536667 say

a. O two, five five three six six six seven
b. Zero two, fifty-five three six hundred, sixty-six seven
c. O two, double five three double six six seven

d. Zero two, double five three triple six seven
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28. Which sentence is NOT correct?
a. Please send him a text message.
b. Please send a text message to him.
C. I’m text messaging him.

d. | texted message him.

29. Which choice use the word ‘fee’ in sentence correctly?

a. Our company should increase travelling fees for employees.

b. ACT company offers good fees and benefits for employees.

c. Feeis the important factors in employee engagement.

d. When you do the financial transactions online, fees will not be charged.

30. Which is not purpose of the “Orientation”?

a. To see around the office

b. To arrange the meeting

c. To introduce the new employee to other staff members.

d. To inform the company’ rules, regulations and benefits.
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Useful Sentences

-Hello, Ann speaking.
-Hello, Ann is speaking.
-Hello, this is Ann speaking.
-Yes, speaking.

Making contact - N15UDI3 8L

-I would like to speak to Ann.
-I"d like to speak to Ann.
-May 1 speak to Ann?

-Can I speak to Ann, please?

¢ -Can I have the accounting department, please?

H

FuamEves uit dninfinieaniug 1ia Mmmdanguaannlizneums

. =

t{i : / Telephone Language

(n mﬁi*ﬂumiﬁuwmmﬂmﬁwﬁ)

Telephone Words | 9 Basic Telephone Phrases

a phone / a telephone

nsdwnlaelimmziazay)

a phone call /a call

(Tmﬁwnmumiwrvmﬂﬂu)

a home phone / an office phone
9
(Inaswiiitugu * dhu wiedninau) o1
(Ravisnaau InsAn

a mobile phone / a cell phone .
answer the phone / pick up the phone

k4
(Tmﬁw ﬁﬁuﬁ ) Gulnsdwm

on the phone

a phone number 5

o a —

(agluae Wi on1 Inssnm)
]

e Insfwiiioda)

talk ne on the phone

- - N = o,
9 (enulasunnune )
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-My name 1s Ann.
-This is Ann.

-It’s Ann here.

-This is Ann calling.

) -

Telling why you’re calling - ﬂTS‘]J’EIﬂL‘I’iﬁINﬁﬁI‘VIiN1

-I’m calling about

¢ -I’'m returning Ann’s call.

afin M

Useful Sentences ol

E ¥
Asking someone to repeat / speak louder — mi‘i]ﬂﬂlﬁ'w“ﬂﬂﬂﬂf\l / W“ﬂslﬁ’ﬂwi%u )

-Sorry, [ couldn’t hear you.
-Could you say it again, please?
-Excuse me, I couldn’t hear you.
-Could you repeat that?

I could barely hear you.

Could you speak louder, please?

Dialing the wrong number - Tnsanuem

-You have the wrong number.

-You’ve got the wrong number.

Ad P

® AvEmBYes 13 dnindianieaniug S1in mmdanguranaliznaums
——

v # a ” S ik (FTREE
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Introducing yourself - NTUUSUITDHNA

U

-My name 1s Ann.
-This is Ann.

-It’s Ann here.

-This 1s Ann calling.

-I'm calling about

=2 -I'm returning Ann’s call.

-Sorry, I couldn’t hear you.

-Could you say it again, please?
-Excuse me, I couldn’t hear you.
-Could you repeat that?

I could barely hear you.

Could you speak louder, please?

Dialing the wrong number - Insfianunemy

-You have the wrong number.

-You’ve got the wrong number. |

mndanguaanalizneums

itz

® aindianieantus 1fa
—

a il (3 L WS 3 e e )
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Activity

221] Telephone Language
lm Listen to the above words and phrases. Then repeat after the CD. 9

oglugaeiiiovoaoy

D C(oI=P :) Underline the words in brackets to complete the sentences.

| think | _ the wrong number. (dialed / called)

QOIwill vyouacallat 4 p.m. (get / cive)

@ lwilltalkto Tomonthe  this afternoon. (call / bhone)

© 'l find out Jane’s phone numberand ~ back to you. (eet / give)
@ lhadthree  calls from customers this morning. (ohone / number)

© My hands are wet. Can you _ _ up the phone for me, please? (nick / answer)

lm Listen to the above useful sentences. Then repeat after the CD. g;
lm Match each sentence with its meaning.

© Please hold the line. Weirevesnmfaveiasls
@ Hello, Ann speaking. AatieyanBamisslaly
© Can | speak to Danny, please? alanAz LL’auﬁWﬁ'ﬂ‘qﬁmﬂ
© What’s your extension number?- YDI3EUAT EJF]EULLﬂwj

@ Could you speak a little louder? ﬂ‘gﬂ,ﬂaamﬂ‘ia
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Activity

P21] Telephone Language
lm Listen to the above words and phrases. Then repeat after the CD. 9

oglugaeiiilovowaon

D C(oI=P :) Underline the words in brackets to complete the sentences.

I think | _dialed  the wrong number. (dialed / called)

O will &Y  youacallatdpm. (get/ give)

@ | will talk to Tom on the _ﬂﬂ this afternoon. (call / phone)

© I'll find out Jane’s phone number and &8 back to you. (get / give)
O | had three _plge_ calls from customers this morning. (phone / number)
pick

© My hands are wet. Can you _ up the phone for me, please? (pick / answer)

lm Listen to the above useful sentences. Then repeat after the CD. g;
lm Match each sentence with its meaning.

© Please hold the line. wesrsvasnnAsiuaioyls

@ Hello, Ann speaking. AnIEyARsanlesla vy

© Can | speak to Danny, please? alanAy LLauﬁWﬁ'ﬂ‘lﬂﬁmﬂ
O What’s your extension number? YDI38UAT EJF]EULLﬂuﬁ

@ Could you speak a little louder? ﬂi‘ﬂnaamﬂia
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Direction: 1. There are 10 items in this test.
2. Each item has 4 choices.

3. You need to select the best answer and answer it in your answer sheet

1. He told me that he will you a call at 9 a.m.
e. make
f. cive
g. get
h. call

2. Which is the best answering the phone?
e. Hi, I'm Mark.
f.  Hello, I’'m not Mark.
g. Hello, Mark’s speaking
h. Hello, Mark’s here.
3. Which is not asking a caller to wait a moment?

e. Hold on the line, please
f.  Wait a second, please.
g. Hold it down, please.

h.  Wait a minute, please.
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4. John: Excuse me, | would like to see Peter.
Secretary’s Peter: I’'m sorry. He is in the meeting now.

John:

e. Can |l leave a message?

f. Can | take a message?

g. Can | take your message?

h. Would you like to leave your message?
5. Which is NOT appropriate for putting someone on the hold?

e. Ask for the permission first from the caller.

f.  Keep the caller on hold too long.

g. Let the caller know what is going on if it’s too long.

h. Tell the caller to be on the hold with the polite sentences.
6. What is the best answer when you are about to finish your conversation with a

caller on the phone?

e. Wait a second and put the phone down first.

f. Ask a caller to put the phone down first.

g. Wait for a caller to put the phone down first.

h. Put the phone down first.

7. (02)5536667 say

e. O two, five five three six six six seven
f.  Zero two, fifty-five three six hundred, sixty-six seven
g. O two, double five three double six six seven

h. Zero two, double five three triple six seven
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8. Which sentence is NOT correct?

e. Please send him a text message.

f. Please send a text message to him.

g. I’'m text messaging him.

h. | texted message him.
9. Which choice use the word ‘fee’ in sentence correctly?

e. Our company should increase travelling fees for employees.

f. ACT company offers good fees and benefits for employees.

g. Fee is the important factors in employee engagement.

h. When you do the financial transactions online, fees will not be charged.
10. Which is not purpose of the “Orientation”?

e. To see around the office

f.  To arrange the meeting

g. To introduce the new employee to other staff members.

h. To inform the company’ rules, regulations and benefits.
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Direction: 1. There are 10 items in this test.
2. Each item has 4 choices.

3. You need to select the best answer and answer it in your answer sheet
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2 (= (e = i) Translate these sentences into English using the expressions you have learned.

1. Juveun  SudunivthlauSowan  Could | reschedule for next Monday?
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Direction: 1. There are 10 items in this test.
2. Each item has 4 choices.

3. You need to select the best answer and answer it in your answer sheet

1.  Work table will show the schedule of for employees.
a. day and night shift b. detail’s job
C. wage d. weekly meeting

2. Which is NOT the benefit that the employees are provided?

a. Paid holiday b. Educational reimbursement

c. Health check d. Fee

3. My boss will have to attend an urgent the meeting now so he has to

with the doctor today.

a. make an appointment b. have an appointment
C. postpone an appointment d. keep an appointment
4. If you have an appointment, it is very important that you have to appointment.
a. cancel b. have

c. keep d. postpone
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5. Which statement describes the fact of “internal communication” correctly? (unit 5)
a. Internal communication has the only one purpose that is informing the important issues.
b. Internal communication is the ways to communicate to customers.

c. Memo is the one ways of internal communications.

d. a and c are correct.

6. Which form is/are used to communicate with co-workers in the company or
organization?

a. Memo b. Announcement

c. Talking d. Al are correct.

7. Which is NOT the purpose of internal communication? (Unit 5)

a. To inform the general information b. To invite staff to join activities.

c. To express regretful feelings. d. To send document or file of meeting.

8. “I’m sorry to inform you that our annual company travelling will be indefinitely

postponed because of depressions.” What is the purpose of this statement?

a. To express regretful feeling b. To inform the information.
c. To remind staffs to do things. d. a and b are correct.

9. Please me for the cancelling an appointment today.

a. regret b. forgive

c. thank you d. invite

10. What is the antonym of “approval”?
a. Appropriation b. Compliance

c. Refusal d. Acceptance
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Direction: 1. There are 10 items in this test.
2. Each item has 4 choices.

3. You need to select the best answer and answer it in your answer sheet
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2 (= (e = i) Translate these sentences into English using the expressions you have learned.

1. Juveun  SudunivthlauSowan  Could | reschedule for next Monday?

2. duvednlmifuiungsillalm

3. auduemsanulussiananvesdu

4. Suvoideutmdungeilalm b

" i i o
5. duvermvdlunasulsaly
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Direction: 1. There are 10 items in this test.
2. Each item has 4 choices.

3. You need to select the best answer and answer it in your answer sheet

1.  Work table will show the schedule of for employees.
a. day and night shift b. detail’s job
C. wage d. weekly meeting

2. Which is NOT the benefit that the employees are provided?

a. Paid holiday b. Educational reimbursement

c. Health check d. Fee

3. My boss will have to attend an urgent the meeting now so he has to

with the doctor today.

a. make an appointment b. have an appointment
C. postpone an appointment d. keep an appointment
4. If you have an appointment, it is very important that you have to appointment.
a. cancel b. have

c. keep d. postpone
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5. Which statement describes the fact of “internal communication” correctly? (unit 5)
a. Internal communication has the only one purpose that is informing the important issues.
b. Internal communication is the ways to communicate to customers.

c. Memo is the one ways of internal communications.

d. a and c are correct.

6. Which form is/are used to communicate with co-workers in the company or
organization?

a. Memo b. Announcement

c. Talking d. Al are correct.

7. Which is NOT the purpose of internal communication? (Unit 5)

a. To inform the general information b. To invite staff to join activities.

c. To express regretful feelings. d. To send document or file of meeting.

8. “I’m sorry to inform you that our annual company travelling will be indefinitely

postponed because of depressions.” What is the purpose of this statement?

a. To express regretful feeling b. To inform the information.
c. To remind staffs to do things. d. a and b are correct.

9. Please me for the cancelling an appointment today.

a. regret b. forgive

c. thank you d. invite

10. What is the antonym of “approval”?
a. Appropriation b. Compliance

c. Refusal d. Acceptance
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