TOEIC Preparation – Multiple choice questionnaire

Section 1: Specific Vocabulary for Work

1. Which of the following refers to a formal meeting to discuss progress?
A) Break
B) Conference
C) Recess
D) Holiday

2. What is the term for the people working in an organization?
A) Patrons
B) Staff
C) Applicants
D) Clients

3. Which word describes a written summary of one’s job experience?
A) Invoice
B) Resume
C) Agenda
D) Memo

4. What is a common term for an extra amount of money given for excellent work?
A) Fee
B) Salary
C) Bonus
D) Debt

5. The term for moving to a higher position in a company is:
A) Demotion
B) Promotion
C) Rotation
D) Resignation

6. Which term refers to the ability to start something independently?
A) Initiative
B) Delegation
C) Supervision
D) Motivation

7. Which of the following means a temporary job position?
A) Permanent
B) Contract
C) Interim
D) Tenured

8. A list of things to be discussed in a meeting is called:
A) Schedule
B) Agenda
C) Itinerary
D) Protocol

9. The term for reducing the number of employees is:
A) Recruitment
B) Training
C) Orientation
D) Downsizing

10. The term for the amount of money paid to an employee is:
A) Wage
B) Investment
C) Debt
D) Revenue

Section 2: Billing and Packages

11. What is the term for a detailed list of charges sent to a customer?
A) Invoice
B) Receipt
C) Quote
D) Statement

12. Which term refers to the act of sending goods to a customer?
A) Dispatch
B) Withdrawal
C) Refund
D) Return

13. The paper confirming a payment has been made is called:
A) Bill
B) Invoice
C) Receipt
D) Statement

14. What is a standard term for the cost of sending a parcel?
A) Freight
B) Delivery Charge
C) Packing Fee
D) Commission

15. A package that needs to be signed for is called:
A) Unregistered
B) Discounted
C) Declared
D) Certified

16. What is the term for a parcel that has been sent back to the sender?
A) Refund
B) Return
C) Recall
D) Replacement

17. What does COD stand for in billing?
A) Charge on Demand
B) Cash on Delivery
C) Cost of Delivery
D) Credit or Debit

18. Which term refers to goods not yet delivered?
A) Backorder
B) Prepayment
C) Stock
D) Inventory

19. What is the document that accompanies goods to confirm delivery?
A) Shipping Note
B) Quotation
C) Payment Slip
D) Invoice

20. Which of these terms refers to the cost associated with packing goods?
A) Handling Fee
B) Packaging Charge
C) Freight Cost
D) Assembly Charge

Section 3: Verbs with Prepositions

21. She insisted ___ paying the bill.
A) in
B) on
C) at
D) with

22. They are responsible ___ organizing the event.
A) for
B) to
C) about
D) in

23. He succeeded ___ passing the exam.
A) at
B) in
C) for
D) to

24. The manager apologized ___ the mistake.
A) on
B) for
C) of
D) about

25. We need to focus ___ increasing sales.
A) at
B) for
C) on
D) in

26. She applied ___ a new job.
A) to
B) for
C) in
D) at

27. He is interested ___ learning Spanish.
A) on
B) in
C) at
D) with

28. They complained ___ the poor service.
A) to
B) at
C) about
D) for

29. She contributed ___ the charity event.
A) on
B) for
C) to
D) in

30. He decided ___ accept the offer.
A) on
B) at
C) about
D) to

Section 4: Vocabulary for Customers

31. A person who regularly buys from a store is a:
A) Patron
B) Employer
C) Contractor
D) Manager

32. Someone who hires people is called an:
A) Applicant
B) Employer
C) Employee
D) Consumer

33. A person receiving a service is a:
A) Supplier
B) Customer
C) Vendor
D) Broker

34. An individual who contracts work to others is called a:
A) Employer
B) Contractor
C) Applicant
D) Patron

35. The term for a person who represents a company to customers is:
A) Client Manager
B) Customer Representative
C) Employer
D) Vendor

Section 5: ING Sentence Structures

36. ___ (work) late every day has improved his productivity.
A) To work
B) Worked
C) Working
D) Work

37. She avoided ___ (make) the same mistake twice.
A) make
B) to make
C) making
D) made

38. ___ (listen) carefully is crucial in customer service.
A) Listening
B) Listened
C) To listen
D) Listens

Section 6: 'Look Forward To' + ING

39. I look forward to ___ (meet) you next week.
A) meet
B) to meet
C) meeting
D) met

40. She is looking forward to ___ (start) her new job.
A) started 
B) start
C) to start
D) starting





Answer Key

Section 1: Specific Vocabulary for Work

1. Which of the following refers to a formal meeting to discuss progress?
B) Conference

2. What is the term for the people working in an organization?
B) Staff

3. Which word describes a written summary of one’s job experience?
B) Resume

4. What is a common term for an extra amount of money given for excellent work?
C) Bonus

5. The term for moving to a higher position in a company is:
B) Promotion

6. Which term refers to the ability to start something independently?
A) Initiative

7. Which of the following means a temporary job position?
C) Interim

8. A list of things to be discussed in a meeting is called:
B) Agenda

9. The term for reducing the number of employees is:
D) Downsizing

10. The term for the amount of money paid to an employee is:
A) Wage

Section 2: Billing and Packages

11. What is the term for a detailed list of charges sent to a customer?
A) Invoice

12. Which term refers to the act of sending goods to a customer?
A) Dispatch

13. The paper confirming a payment has been made is called:
C) Receipt

14. What is a standard term for the cost of sending a parcel?
B) Delivery Charge

15. A package that needs to be signed for is called:
D) Certified

16. What is the term for a parcel that has been sent back to the sender?
B) Return

17. What does COD stand for in billing?
B) Cash on Delivery

18. Which term refers to goods not yet delivered?
A) Backorder

19. What is the document that accompanies goods to confirm delivery?
A) Shipping Note

20. Which of these terms refers to the cost associated with packing goods?
B) Packaging Charge

Section 3: Verbs with Prepositions

21. She insisted ___ paying the bill.
B) on

22. They are responsible ___ organizing the event.
A) for

23. He succeeded ___ passing the exam.
B) in

24. The manager apologized ___ the mistake.
B) for

25. We need to focus ___ increasing sales.
C) on

26. She applied ___ a new job.
B) for

27. He is interested ___ learning Spanish.
B) in

28. They complained ___ the poor service.
C) about

29. She contributed ___ the charity event.
C) to

30. He decided ___ accepting the offer.
D) to

Section 4: Vocabulary for Customers

31. A person who regularly buys from a store is a:
A) Patron

32. Someone who hires people is called an:
B) Employer

33. A person receiving a service is a:
B) Customer

34. An individual who contracts work to others is called a:
B) Contractor

35. The term for a person who represents a company to customers is:
B) Customer Representative

Section 5: ING Sentence Structures

36. ___ (work) late every day has improved his productivity.
C) Working

37. She avoided ___ (make) the same mistake twice.
C) making

38. ___ (listen) carefully is crucial in customer service.
A) Listening

Section 6: 'Look Forward To' + ING

39. I look forward to ___ (meet) you next week.
C) meeting

40. She is looking forward to ___ (start) her new job.
D) starting
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