[image: image1.png]Complete the sentences with an appropriate verb in the correct form. The first letter has been

given to you.

1 In our office eVeryone W

2 The secretary a.
mectings for her boss.

at a computer.
reenne phone calls from customers and a....

3 My jobistos. invoices to our customers.
4 The department manager sometimes has to visitors round the factory.
5 The office assistant d.... oo gencral paperwork such as f..

reports and w.. memos.
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