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PART 1 – VOCABULARY 10 pts

Exercise 1 – Work Vocabulary  (5 points) 4/5
Choose the correct word or phrase to complete each sentence. Circle your answer.

1. She ___ of planning all our company training courses.
A)  works with
B)  is in charge
C)  deals in
D)  specializes for

2. Our employees have to be in the office during ___ hours: from 10 a.m. to 4 p.m.
A)  overtime
B)  flexitime
C)  core
D)  annual

3. Last month he worked 60 hours, so he did 20 hours of ___.
A)  lunch break
B)  unpaid leave
C)  statutory pay
D)  overtime
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4. The company ___ in providing IT solutions for small businesses.
A)  specializes
B)  consists
C)  deals
D)  is responsible

5. She took six months of ___ leave to travel the world. She didn't get paid.
A)  annual
B)  paternity
C)  unpaid
D)  statutory

Exercise 2 – Project & Systems Vocabulary  (5points) 5/5
Match each word (1–5) with its definition (a–e). Write the correct letter on the line.

WORD DEFINITION
1. budget _B__ a. the last day allowed to finish 

something
2. deadline _A__ b. a plan of how much money you can 

spend
3. milestone _D__ c. easy to use and understand
4. update _E__ d. an important stage completed in a 

project
5. user-friendly _C__ e. news about how something is 

progressing

PART 2 – GRAMMAR 20 pts

Exercise 3 – Present Simple or Present Continuous  (5 points) 3/5
Complete the sentences with the correct form of the verb in brackets. (1 point each)

1. Carlos usually _____SITS_______________ (sit) in the main office, but today he __IS 
WORKING_____________ (work) from home.
2. Our company ___EMPLO  YEES  IES  _________   (employ) over 300 people worldwide.
3. These days, more and more companies ___  are offering  _________________   (offer) 
flexible working hours.
4. What _________ARE__________ you __WORKING ON _______ (work on) at the 
moment? Anything interesting?
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5. She __DOES NOT KNOW__________ (not know) enough about online marketing yet.

Exercise 4 – Infinitive or -ing Form  (5 points) 4/5
Complete each sentence with the infinitive (to + verb) or the -ing form of the verb in 
brackets. (1 point each)

1. They want ______TO CHANGE______________ (change) to a system of flexitime.
2. Would you like _____TO JOIN_______________ (join) us for the presentation?
3. I really dislike ___BEING_________________ (be) late for meetings.
4. She is responsible for ___DEVELOPING________________ (develop) a new HR policy.
5. We look forward to _____SEE  ING  _______________   (see) you at the conference 
next week.

Exercise 5 – Present Perfect or Past Simple (5 points) 4/5
Underline the correct verb form. (1 point each)

1. I booked / have booked the hotel yesterday.
2. Have you ever been / Did you ever go to Japan on a business trip?
3. The sales office closed / has closed down a month ago.
4. We already finished / have already finished the report. It's ready to send.
5. What time did she arrive / has she arrived at the meeting?

Exercise 6 – Comparatives and Modifiers (5 points) 5/5
Complete the sentences using the comparative form of the adjective or adverb in 
brackets and an appropriate modifier from the box. (1 point each)

  much   far   a bit   a lot   slightly

1. The new system is ________MUCH_MORE_____ __EFFICIENT (efficient) than the old 
one.
2. This software is ________A LOT MORE____________ ______ACCURATE_____ (accurate)
– there have been far fewer mistakes.
3. Learning to use the app takes ________ SLIGHTLY _____ ________ LONGER ____ 
(long) than we expected.
4. Working from home is _______FAR_____________ _____EASIER_______ (easy) to 
organise than coming to the office every day.
5. The new photocopier is _______A BIT_____________ ___FASTER___________ (fast) 
than the one we had before.
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PART 3 – READING 15 pts

Exercise 7 – Read and Answer
WORK–LIFE BALANCE: A CHANGING CONCEPT
Chris Svensson is the author of No More Nine to Five, a best-selling book about work–
life balance in the modern workplace. In this article, based on a recent interview, he 
explains how the concept of work–life balance has changed over the years.
The Traditional Model
In more traditional workplaces, people's working lives and their private lives were 
clearly divided. Employees would typically work from nine in the morning until five or 
six in the evening. Staying late in the office or working in the evenings was considered 
overtime – something that happened occasionally, not every day.
In this model, it was not common for people to work at the weekend or while they were 
on holiday. Employees could clearly separate their professional and personal lives. 
Their evenings, weekends, and holidays were free to focus on non-work areas of life: 
hobbies, interests, sports, family, and friends. According to Svensson, this kind of 
balance was important and healthy, as it allowed people to spend time on activities 
that were not related to their job.

How Things Have Changed
Today, however, the situation is very different. Most people can now access their work 
emails directly from their mobile phones. As a result, they are much more likely to 
quickly reply to an important message in the evening or at the weekend. The same 
applies to laptops: it has become easier to access work from home or even from a hotel
room when travelling on business or on holiday.
As Svensson points out, this can sometimes feel like all work and no balance. The 
traditional line between professional and personal life is becoming less and less clear.
The Benefits of Flexibility
Nevertheless, Svensson argues that this new mobility also brings important 
advantages. More people are now able to work flexibly. For example, if an employee 
needs to leave the office early one afternoon to spend time with their family, they can 
catch up on that work later from home or from another location. In this way, employees
have more freedom to manage their own time and responsibilities.
So, while traditional divisions between work and life are slowly fading, many employees
today have greater freedom to do their work from different locations and at different 
times. The challenge, Svensson believes, is learning to use that flexibility wisely – so 
that work enhances life, rather than replacing it.

Exercise 7A – True or False  (5 points)   3.5/5  
Read the passage again. Circle TRUE or FALSE. If the statement is FALSE, write the 
correct information on the line below. (1 point each)
1.  In traditional workplaces, working late every evening was normal and expected.   
TRUE  /  FALSE
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Correction (if false): ___IS IT WAS CONSIDERED OVERTIME, THIS HAPPENS AND 
EXPECTATIV IS DO IT OCCACIONALLY, NOT EVERY 
DAY______________________________________________________
2.  In the traditional model, weekends and holidays were free for non-work activities.   
TRUE  /  FALSE
Correction (if false): _________________________________________________________
3.  Thanks to mobile phones and laptops, it is now harder to access work emails from 
home.   TRUE  /  FALSE
Correction (if false): _WITH THE TECHNOLOGY, IT IS MUCH EASIER TO ACCESS TO EMAIL
FROM HOME OR OTHER LOCATIONS. 
________________________________________________________
4.  Svensson believes that the new way of working only has disadvantages.   TRUE  /  
FALSE
Correction (if false): ___HE THINGS  THINKS THAT IT IS AN IMPORTAN ADVENTAGE AND 
BENEFITS______________________________________________________
5.  Svensson thinks that flexibility can be positive if employees use it in the right way.  
TRUE  /  FALSE
Correction (if false): _________________________________________________________

Exercise 7B – Choose the Correct Option  (5 points)   4/5  
Circle the correct answer (A, B, C, or D).
1.  In the traditional working model, what did overtime mean?
A)  Working from home in the evenings regularly.
B)  Occasionally staying late or working outside normal hours.
C)  Working every weekend without extra pay.
D)  Accessing work emails on a mobile phone.

2.  According to the text, why is the traditional work–life divide disappearing?
A  )    People prefer to spend more time at the office.
B)  Companies no longer allow employees to take holidays.
C)  Mobile phones and laptops make it easy to access work at any time.
D)  Employees are working fewer hours than before.

3.  What does Svensson say about mobile phones and laptops in relation to 
work?
A)  They make people work better and more efficiently at the office.
B  )    They allow employees to reply to important messages even in the evenings or at 
weekends.
C)  They should not be used outside of working hours.
D)  They have made the traditional nine-to-five model stronger.
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4.  What example does Svensson give of how flexibility benefits employees?
A)  Employees can choose not to answer emails at the weekend.
B  )    Employees can leave work early and catch up on their tasks from home later.
C)  Employees can work only from hotels when travelling.
D)  Managers allow employees to work fewer hours per week.

5.  What is Svensson's main message at the end of the article?
A)  Employees should stop using mobile phones for work.
B)  The traditional nine-to-five model should come back.
C  )    Flexibility is good as long as it improves life rather than replacing it.
D)  Work and life should always remain completely separate.

Exercise 7C – Answer in Your Own Words  (5 points)   2.5/5  
Answer the following questions in complete sentences. Use your own words as much as
possible. (1 point each)
1.  What was work–life balance like in traditional workplaces? Give TWO details.

IN THE PAST, PROFESSIONAL AND PERSONAL LIVES WERE DISTINCTLY SEPARATED. 
2.  How have mobile phones and laptops changed the way people work today?

WHIT WITH THIS TECHNOLOGY, THE EMPLOYEE CAN WORKING WITH MORE 
FLEXIBILITY AND ALLOW MANAGE THE PERSONBAL 
TIME_______________________________________________________________________

3.  Why does Svensson say that the traditional division between work and life is 
'fading'?

__BECAUSE THE EMPLOYEE CAN WORKING IN SEVERAL LOACATIONS AND AT 
DIFERENT MOEMENTS AND IT IS HARD TO SEPARATE WORK FROM PERSONAL 
LIFE._____________________________________________________________________

4.  What is one advantage of flexible working that Svensson mentions?
_ONE THEN ADVENTAGES IS THAAT EACH EMPLOEEYY CAN MANAGE THE HIS OR 
HER OWN PERSONAL 
TIME______________________________________________________________________

5.  In your opinion, is it possible to have a good work–life balance today? Why or why 
not?

____I THINKG YES IT IS POSSIBLE, BUT IT IS NECESSARY TO HAVE A GOOD CONTROL 
AND CLEAR DE PRIOIORITIES IN THE LIFE AND IN THEAT 
WORK.___________________________________________________________________

PART 4 – LISTENING 15 pts
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Exercise 1 – Fill in the Gaps  (5 points)   4.5/5  

Listen to Track 4.4 and Complete the sentences with ONE word from the box.

accurate     |     automatically     |     adjust     |     payroll     |     
convinced

1. The main benefit of the new software is the  _____Payrrol PAYROLL_____________  
feature.

2. The new system is a lot more  ________________________  ACCURATE  because it  
________________________  knows how many hours you've worked each month.

3. You don't have to  _____adjust___________________  your settings – the software can do
this for you.

4. C is not  ______convinced__________________  that it's possible to log on from a hotel 
every time she's abroad.

5. After a few weeks, you'll find it much easier to use than the current 
______system_________________.

Exercise 2 – Choose the Correct Option (5 points)   4/5  

Listen to Track 4.4 again. Circle the correct answer (A, B, C, or D).

1. What does speaker A say is the main benefit of the new software?

A) It lets you log on from anywhere in the world.

B) It automatically tracks how many hours you have worked.

C) It replaces the need for a payroll department.

D) It is cheaper than the current system.

2. What happens with the CURRENT system when a manager fills in a form?

A) It sends the hours directly to payroll.

B) Employees have to sign the form.

C) It is time-consuming and easy to make mistakes.

D) The manager does it automatically.

3. What TWO options does speaker A offer for logging on and off?

A) Using a mobile app or calling the manager.

B) Logging on/off manually or having the computer do it when you switch on or off.

C) Setting an alarm or using a timer.
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D) Asking IT support or adjusting the settings yourself.

4. What can the software do if you tell it which system you prefer?

A) It will send an email to your manager.

B) It will log your hours automatically without you needing to do anything different.

C) It will change the settings on all computers in the office.

D) It will require you to fill in a form each week.

5. What does speaker A say about the mobile app?

A) You can only use it in Europe.

B) You log in on your phone and it sends a message.

C) Your manager must approve it first.

D) It only works when you are connected to the office Wi-Fi.

Exercise 3 – True or False  (5 points)   3/5  

Read the statements about Track 4.4. Circle TRUE or FALSE. If the statement is FALSE, 
write the correct information on the line below. (1 point each)

1. With the current system, the software fills in the form automatically for each 
employee.   TRUE  /  FALSE

Correction (if false): ___ the manager has to fill in a form 
MANUALLY______________________________________________________

2. Speaker B is worried that forgetting to log on in the morning means she won't get 
paid.   TRUE  /  FALSE

Correction (if false): _________________________________________________________

3. Speaker B says she is very good with computers and has no concerns about 
adjusting the settings.   TRUE  /  FALSE

Correction (if false): Speaker B says it’s not ideal for those who aren’t good with 
computers and asks if they will have to adjust the settings 
_________________________________________________________

4. Speaker C asks what happens when she is overseas and wants to log on from a 
hotel.   TRUE  /  FALSE

Correction (if false): _________________________________________________________

5. Speaker A admits there will never be any problems with the mobile app abroad.   
TRUE  /  FALSE

Correction (if false): Speaker A admits that sometimes there might be a problem 
with the app abroad.     _________________________________________________________
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PART 4 – WRITING 20 pts

Exercise 8 – Write a Work Profile (10 points) 9/10
Write a short professional profile (60–80 words) about yourself or a person you know 
for a company website. Include:
  •  your job title and main responsibilities
  •  the area(s) of business you work in
  •  one current project or task you are doing
  •  one thing you like or dislike about your working hours/conditions

I am a Technology Consultant. My responsibility is to help clients improve their daily 
work. I work in the digital area. Currently, I am working on a new project to add a new 
credit cartcard to an important international bank. I like my working conditions because
I can work from home, and I can learn a new new concepts about the financial services,
and I have the possibility to grow in my carrier career.

Exercise 9 – Project Update Email (10 points) 8/10
You are managing a small project. Write a short email (70–90 words) to your manager 
with an update. Include:
  •  what you have already completed
  •  what you haven't done yet and why
  •  what you plan to do next week
  •  a request for help with one task

Subject: Project Update – add new card
Dear Carlos, 

I want to give you aan update on the project. I have already finished the definition 
parameter for a new card.
However, I haven't completed the data connection yet because the server was down 
yesterday.

 pág. 9



Business English  |  End of Module Exam  |  Units 1–4

Next week, I am going to finish this parameters definition I can test with de the new 
APP
Could you please help me to contact the IT team for server access?
 
Thanks, and Regards
Jose

PART 5 – SPEAKING 20 pts

The speaking assessment will take place individually or in pairs with the teacher. You 
will be assessed on:

CRITERION SCORE  (0–6)
Fluency and coherence      2  /4
Vocabulary range and accuracy      2  /4
Grammar range and accuracy      2  /4
Pronunciation and intelligibility      2  /4
Communication strategies (networking, 
delegating)

     2  /4

Speaking Task 1 – Personal Introduction  (205 points)
Give a short personal presentation (2–3 minutes). Talk about:
  •  your job, role, and main responsibilities
  •  the area of business you work in and who you work with
  •  your company's working hours and conditions (flexitime, home-working, leave, etc.)
  •  a current project or task you are working on
Overall performance
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Well done, José – you covered all four parts of the task (your role, your area of business,
your working conditions, and your current project) and gave specific, relevant details
throughout, such as your one office day a week, your 25 days of annual leave spread
across the year, and your credit card project for an international bank. This shows you
understood the questions and had real content to share, which is the most important
part of a speaking exam. The main thing holding your score back right now is accuracy:
small, repeated mistakes with prepositions (in/for/at/on), articles (a/the), plurals (“so
much”  vs  “so  many”),  and  subject-verb  agreement  (“is”  vs  “it's”)  made  some
sentences harder to follow, and there was also some hesitation and one moment where
you lost track of a question. None of this stopped you from communicating, but fixing
these patterns  will make the biggest difference in avoiding misunderstandings. The
corrections table below groups your exact mistakes by section so you can practise
them directly.

Mistakes and corrections

Section What you said Correction

Introductio
n “I work a technologic company.” “I work for a technology 

company.”

“My responsibility is to help 
clients, improve the daily work.”

“My responsibility is to help 
clients improve their daily 
work.”

“I work with developers and the 
clients.”

“I work with developers and 
clients.”

Working 
hours

“My condition in my company 
is…”

“The conditions in my 
company are…”

“I have only work in the office 
one day for week.”

“I only work in the office one
day a week.”

Leave “...not other situation.” “...no other type of leave.”

“...because paternity I have, I'm
a father and a grandfather.”

“I did take paternity leave in
the past, because I'm a 
father – and now I'm even a 
grandfather.”

“I have so much days.” “I have so many days.”

“I take no all join.” “I don't take them all 
together / at once.”

“...because is too much.” “...because it's too much.”

Project “I'm working in an important 
project.”

“I'm working on an 
important project.”

“...credit card in an important 
international bank.”

“It's a credit card project for
an international bank.”
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Speaking Task 2 – Roleplay: Networking Conversation (5 points)
Work with a partner. Roleplay a networking conversation at a business event. You 
must:
  •  introduce yourself and exchange greetings
  •  ask about and describe your partner's job and responsibilities
  •  exchange contact details (phone number, email, company website)
  •  close the conversation politely

Speaking Task 3 – Roleplay: Project Meeting (10 points)
Work with a partner. Roleplay a project update meeting. Student A is the project 
manager; Student B is a team member. You must:
  •  ask for and give updates on two tasks (use present perfect + past simple)
  •  discuss a problem and delegate a task
  •  compare two options for solving a problem (use comparatives)
  •  agree on the next steps and close the meeting
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