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INTRODUCTION

AIMS AND
OBJECTIVES

The Business English Certificate 1(BEC1) is a proficiency
test designed to meet the international business needs of
learners of English as a foreign language. It is an
examination in reading, writing, listening and speaking in
a business context, aimed at the elementary and
lowerintermediate levels of competence.

BEC 1 is primarily intended for:

a) lower to middle-management business people;
b) intermediate and senior clerical staff, and;
¢) students preparing for a career in business.
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.The Business English Certificate relates to the use of

English for the following purposes:
-Carrying out routine business transactions

-Giving and obtaining factual information of a
personal and nonpersonal nature

-Establishing and maintaining business contacts
BEC 1 also relates to the use of spoken English both on

the telephone and in face-to-face contact with native and
non-native speakers.
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Part 2

COMMUNICATIVE TASKS
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Summary of
Functions,
Notions and

Communicative
Tasks

-100

Imparting information

Expressing and finding out attitudes
Getting things done

Socialising

Structuring discourse
Communication repair

Personal identification

The business office /environment

Daily routine

Entertaining clients

Business travel .
Relations with other people: clients, competitors,
colleagues, etc.

Negotiations; buying and selling
Business companies, systems

Products and processes

Results and achievements

Services
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DETAILED
INVENTORY

OF SPECIFIC
FUNCTIONS,
NOTIONS AND
COMMUNICATIVE
TASKS

Using the
telephone

Plans and
arrangements

Products and
Services
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Introductions

Greeting people and responding to greetings

Introducing oneself and other people v
Asking for and giving personal details; names,
nationality, occupation, etc.

Asking about and describing jobs

Asking about and describing responsibilities

Asking and talking about a company and its organization
Understanding and completing forms giving personal and/
or company details }
Interpreting and writing letters giving personal details
(incl. job application letters) ’
Interpreting and writing curricula vitae

Interpreting and writing letters of reference and/or
testimonials

Answering the phone and making a phone call

Giving and interpreting numerical data as well as common
abbreviations and acronyms (used in internaticnal
business)

Exchanging simple information over the telephome
Taking simple messages

Making appointments

Arranging meetings

Re-scheduling appointments and meetings
Confirming plans

Changing plans

Asking for and giving permission

Getting people to do things for certain dates
Promising to do something

Predicting future trends and results

Describing future possibilities; new products, markets,
etc.

Describing products
Understanding and explaining how something works

Asking for and giving detailed information about products
Evaluating new products

Comparing products and prices

Complaining about products and dealing with complaints
Apologising and accepting apologies

Expressing preferences, like and dislikes



Business
Meetings

Systems and
Processes

Trends and
Results

Business travel

Hospitality and
Entertainment

Asking for and giving opinions

Agreeing, partly agreeing and disagreeing
Making ,» accepting and rejecting suggestions
Expressing needs and wants

Talking about (im)probability and (im)possibility

Expressing certainty and doubt

Discussing problems and making recommendations

Justifying decisions and (past) courses of action
Understanding minutes of meetings

Exchanging information on company facilities

Understanding and explaining a company’s production .,

ordering and delivery systems

Understanding and explaining manufacturing processes

Understanding and describing processes in one’s company

(incl. staff selection, promotion, etc. )
Asking about and explaining what went wrong

Reporting changes in company finance
Reporting and explaining changes in company
performance

Describing and explaining trends

Reporting on progress in achieving targets
Describing company performance and results

Making hotel bookings
Checking into and out of a hotel
Ordering a meal

Making travel enquiries

Making airline reservations
Travelling by rail

Hiring a taxi

Following directions

Welcoming a foreign visitor

Inviting, accepting and refusing invitations
Thanking and expressing appreciation
Showing a visitor around

Making, accepting and refusing offers
Discussing hobbies and pastimes, etc.
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