

Complete these sentences with words from the list.

run     weigh up     minimize     determine     expose     anticipate

1	It’s important to _____ problems so you’re 	ready for them when they happen. 
2	We have to ______ all the pros and cons.
3	You ______ yourself to risk every time you 	step out of your front door.
4	If we don’t do something now, we ______ the 	risk of going out of business.
5	You’ll have to identify the causes. Then you 	can ______ what action to take.
6	If we do safety checks, we’ll ______ the risk 	of accidents.

Choose the correct answer from the words in italics.

7	I don’t like investing in new markets. People 	say I’m over-cautious / bold.
8	Our profits have been low recently, so it 	wasn’t very imprudent / sensible to employ 	another 	member of staff.
9	I’m nervous whenever I’m in the car with him. 	He’s a really risk-averse / reckless driver.
10	I thought buying all those shares was a good 	idea, but now they’ve fallen by 50% it seems 	rather bold / rash.
11	Insurance companies are by nature risk-averse 	/ rash, so they won’t insure you if they think 	you’ll cost them money.

Each sentence contains one mistake. Underline it and write the correct word.

12	I’d be interested to hearing what you think 	about this.
13	I’m beginning to have serious thoughts about 	this.
14	If I could just digress the conversation back to 	the agenda …
15	Sorry, Ariane. Could you leave Jason answer 	that question?
16	I’d like to drag things to a close.
17	Can I just ask everyone to resume up their 	views?

Complete these dialogues with the missing words.

A	Am I 18r______ in saying that we all want to 	go ahead with this? 
B	Yes, I think we all agree on that. 



A	So what do you think of the project? 
B	Well, personally, I still have serious 	19r______.
A	I really think we have to invest now. 
B	With 20r______, Brian, I think you’re being 	too hasty.
A	I think we need to come back to this another 	time. 
B	Yes, we’re not 21g______ anywhere. We’re 	just going round in circles. 
A	So, can we make a decision? 
B	Yes, I think we have some kind of 22c______ 	here.

Two people are discussing a new project. Complete the conversation with this, that, or it and an appropriate form of the verb to be, if necessary.

A	We’ve spent an hour talking about the project. 	I think we need to move on.
B	Yes, I know you’ve never liked the idea and 	you think 23______ a complete waste of 	money.
A	No, 24______ not fair. Maybe 25______ my 	opinion a year or so ago, but I’ve realized 	since then it’s not as risky as I thought. 
B	Well then, my next question is 26______: when 	are we going to give it a try?

Look at the conversation below. Match phrases 27-30 in italics with categories a–d.

a	paying a compliment
b	recalling past events in common
c	picking up on a word to extend the 	conversation
d	being modest about achievements

Jack	Pete! How are you? After all this time! It must 	be ten years since we last met. 
Pete	Yes, 27wasn’t it at the conference in Rio? 	______ 
Jack	That’s right. I remember it well! So, how are 	you doing? 
Pete	Fine, thanks.
Jack	By the way, I saw your picture on the inside 	page of the conference brochure – 28what 	you’ve done for your company is really 	fantastic. ______
Pete	29It wasn’t just me. I work with a great team. 	______
Jack	30Talking of teams. How did you manage to 	get Pete Tomlin on board? ______
			
			Result______/ 30 mark


Complete the missing words in these sentences. 

1	This area around the docks is certainly 	u__________. A lot of new flats have been 	built, and it seems like new restaurants are 	opening every day!
2	John always says exactly what he thinks. That 	isn’t normally a problem, but I think we need 	someone less o__________ and more 	diplomatic for this negotiation.
3	This candidate is certainly very s__________, 	which is good. We need someone who is 	confident.
4	John is always so relaxed and never gets 	irritated with his colleagues. Having such an 	e__________ person in the department has 	had a positive influence on the team.
5	This is so t__________! It’s taken me three 	hours so far to enter all the information onto 	the database.
6	The site is too o__________. I don’t think we 	would get much passing trade. We need to 	open the restaurant in the centre of town.

Complete these sentences with phrases from the list.

build relationships     give you an insight     form an opinion     keep your eyes open     weigh up the pros and cons     manage unknowns

7	You can’t _____________________ about 	someone if you hardly know them.
8	When you travel abroad, you should 	always _____________________ and take 	notice of the way people in that culture 	interact with each other.
9	You can’t foresee exactly what’s going to 	happen, so part of the skill of being a good 	leader is to be flexible and ready to 	_____________________ with people,
10	To _____________________ you have to be 	open and trusting.
11	A three-week trip to Japan will certainly 	_____________________ into their culture, 	but you would have to live there to be able to 	really understand it.
12	It’s important to _____________________ 	before making a decision.






Complete these conversations with phrases a–j. Write the letters in the spaces.

a I gathered from	   f The major advantage
b I’m a bit reluctant to	   g I’m sure you’ll agree
c I wouldn’t go so far as	   h not 100% convinced
d We can’t go wrong	   i I’m not saying
e outweigh the cons	   j it’s just that

A	How did the meeting go?
B 	13______ to say that they’re ready to sign, but 	it was positive. 14______ what they said that 	they’re not happy with their current suppliers, 	so we’re in with a chance.
A	We’re onto a winner here. 15______. We’ve 	got a great product, at the right price. I’m sure 	they’ll make an order soon.
B	Well, 16______ open the champagne yet.
C	What do you think of the possible new site for 	our offices? 
D 	17______ is that because it’s out of town, it’s 	so much cheaper. 
C 	The rent may be cheaper, but I’m just 	18______. I’m worried about the commute for 	staff. 
D 	But 19______ that the offices are bigger and 	more modern. 
C	True. 20______ that there aren’t lots of 	positive points, 21______ I think we should 	think it over carefully before we decide. 
D	OK. But I think the pros definitely 22______.

Choose the correct answer from the words in italics.

23	I had planned / have planned to go to Spain on 	holiday, but I broke my leg, so I couldn’t go.
24	I’ll be finishing / ’ll have finished the report 	by Friday.
25	I was talking / talked to Gaston when we were 	cut off.
26	The negotiations could be / could have been 	easier, to be honest – in fact they were pretty 	intense.
27	I shouldn’t have ordered / shouldn’t order so 	much stock. There’s so much here – we’ll 	never sell it.
28	I’ve been buying / ’ve bought the tickets. We 	just need to book the hotel now.
29	I try / ’ve been trying to get in touch with Mr 	Anderson, but his line’s always busy.
30	Can you phone the factory and find out what 	will be happening / is happening?
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