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ENTRODUCTION

TIME OF

EXAMINATION

FURTHER
INFORMATION

The Business English Certificate 1 (BEC 1) is a proficiency test designed
to meet the international business needs of leamers of English as a
foreign language. 1t is an examination in reading, writing, listening and
speaking in a business context, aimed at the elementary and lower-
intermediate 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.

BEC 1 will be administered for the first time in November 1993.

It is intended that, from 1994, BEC 1 will be offered twice a year on
fixed dates in May/June and October/November.

Further information on registration for this examination can be obtained
by contacting:

UCLES Asia Pacific
1 Hills Road
Cambridge

CB1 2EU

United Kingdom

Tel: 44-223-316508
Fax: 44-223-315347

or:




AIMS AND
OBJECTIVES

EXAMINATION

STRUCTURE

Reading/
Writing Paper

(Time allowed:
70 minutes)

(60 marks)

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 noz-
personal 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.

BEC 1 is a two-stage examination:
Stage 1 will consist of a Reading/Writing paper and a Listening test.
Stage 2 will be an assessment of speaking skills.

All candidates who achieve grades A, B', C, or D in Stage 1 will receive a
certificate showing their achievement.

Only candidates who achieve the highest grade in Stage 1 will be
eligible to take the speaking test. Those who demonstrate a sufficiently
high standard of spoken English in the test will have this recordec! on
their Business English Certificate.

40 objective (multiple-choice) items based on reading business-related
texts, including interpretation of charts, graphs and diagrams.

3 guided writing tasks, ranging from writing single words and phrases to
a longer 60 word memo or letter.

Suitable texts/topics for these questions will be chosen from a range of
genuine texts and extracts drawn from a business context. Where
necessary, texts will be modified to suit the language levels required by
this examination.

A variety of objective question types will be used including multiple-
choice, matching, and gap-filling.

A range of typographical styles, pictures and graphics will be used o
make the test attractive to the user, to provide a greater degree of
contextualisation and to increase the authenticity of the tasks.




Listening Paper

(Time allowed:
about 30 minutes)

(30 marks)

Speaking
Component

(Time:
approximately
10 minutes)

Rubics and
Instructions

30 objective items including both multiple-choice and written, short-
answer questions.

Listening is tested using pre-recorded material on audio-tape. The aim
is to test the candidate’s ability to understand spoken English in a range
of situations. In particular, the candidate should be able to follow short
spoken exchanges and to extract specific information without
necessarily understanding every word.

The texts presented on the tape are written or adapted by item writers
specifically for the test. Actors and carefully controlled scripts are used
to produce the recording in a studio. However, every effort is made to
simulate real speech, both monologue (e.g. announcements, forecasts,
etc.) and dialogue (e.g. telephone conversations).

A mixture of female and male voices is used.

For some questions the candidate is required to fill in a form.or
complete a memo using information extracted from the text.

(Candidates will be allowed a period of 10 minutes at the end of the
listening task to transfer answers to the Answer Sheet.)

The Speaking Component of BEC will have the following format:
Candidates will, where possible, be tested in pairs.

The first stage of the test will take the form of an interview, with each
candidate talking to the examiner.

The second stage will be a communication activity. Instructions for this
will be given by the examiner. The candidates will then ask each other
questions and respond accordingly.

Further details are given on page 15 of this guide.

All instructions will be given in English.




The syllabus is divided into the following areas:

SYLLABUS

1. functions, notions and communicative tasks;

2. grammar and structure; and,

3. text types.
umm Imparting information
:un ctig;?; of Expressing and finding out attitudes
’ Getting things done
Notions and Socialising
Communicative | Structuring discourse
Tasks 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




DETAILED
INVENTORY
OF SPECIFIC
FUNCTIONS,
NOTIONS AND
COMMUNICATIVE
TASKS

Using the
teiephone

Plans and
arrangements

Products and
Services

Business
Meetings

Introductions

Greeting people and responding to greetings

Introducing oneself and other people

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 organisation
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 international business)

Exchanging simple information over the telephone

Taking simple messages

Making appoiniments

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

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

10



Systems and
Processes

Trends and
Results

Business travel

Hospitality and
Entertainment

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.

i1



INVENTORY OF
GRAMMATICAL
IDEAS

Tenses

Verb forms

Compound
verb patterns

Conditional
sentences

Reported
speech

Verbs

be, have

can (ability; request; permission)
couid (ability; possibility; polite request)
would (polite request)

will (ofter)

shall (suggestion, offer)

should (advice)

may (possibility)

might (possibility)

have (got) to (obligation)

ought to (obligation)

must (obligation)

mustn't (prohibition)

needn't

need

used to + infinitive (past habits)

Present simple: states, customary actions, systems and processes (and
verbs not used in the continuous forms)

Present continuous: future plans and activities, present actions
Present perfect simple: recent past with just, indefinite past with yet,
already, never, ever; unfinished past with for and since

Past simple: past events

Past continuous: parallel past actions, continuous actions interrupted by
the past simple tense

Past perfect simple: narrative, reported speech

Future with going to

Future with present continuous and present simple

Future with will and shall: offers, promises, predictions, etc.

Imperatives

Infinitives (with and without to) after verbs and adjectives
Gerunds (-ing form) after verbs and prepositions
Gerunds as subjects and objects

Passive forms: present and past simple

Verb + object + infinitive

give/take/send/bring/show + direct/indirect object
Causative have/get

So/Nor with auxiliaries

Phrasal verbs/verbs with prepositions

Type 1: If we increase prices by 3%, we shall make a profit.
Type 2: We would make a profit if we increased prices by 3%.

Statements, questions and commands: say, ask, tell

He said that he wanted to start 2 new business.

I asked if the company was going to expand.

No one told us that the company had closed down.

Indirect and embedded questions: know, wonder

Dad you know when the company started?] wonder why they made a
loss.
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