PART TWO

Questions 9 - 14

e Read this article about the importance of getting the little things right at work.
e Choose the best sentence to fill each of the gaps.

e For each gap 9 - 14, write one letter (A — H) on your answer sheet.

¢ Do not use any letter more than once.
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Example:

It is a pattern that can easily set in and be difficult to break.

More than that, it can also have a detrimental effect on those around you.

It’s almost as if they create more work; certainly, they create more stress than they should.

What is far more difficult to evaluate is a person’s approach to the seemingly ‘little’ things
at work.

It is very important to ask your employer in these situations if they are satisfied with your
performance at work.

However, these are specific writing types and may have been checked and edited by a
third party.

Indeed, taken together, they represent a critical yardstick of good employee behaviour.

You also lose out on important opportunities for learning and networking and, ultimately, for your
own career prospects.




