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Language development in Pass Cambridge BEC Advanced

Reading

Reading is the most tested skill in the examination. The book therefore
contains a lot of reading practice, using authentic, semi-authentic and
examination-style texts. Do not panic if you do not understand every word
of a text; sometimes you only need to understand the general idea or one
particular part. However, you need to read very carefully when answering
examination questions; sometimes the most obvious answer on the first
reading is not correct and you will change your mind if you re-read the text.

Writing
In the examination you have to write letters and reports and also describe
trends. You need to ensure that you fulfil the task while observing the word

limit. If you have good spoken English, it does not necessarily mean that you
can write well; to be successful, you need training and practice.

Listening

Listening is also a very important skill for the examination and most units
contain listening activities. You can find the Tapescripts to the cassettes at
the back of the book. In the Student Book, the tapescripts from the Exam
focus cassette are shown in blue.

Speaking

You can find help on how to prepare for the Speaking Test in the Exam
focus section. In addition, there are speaking activities in every unit.

Vocabulary

Although vocabulary is tested explicitly only in Reading Test Part Four, it is
very important throughout the examination. Many exercises in the Self-
study sections recycle vocabulary from the units.

Grammar

A grammatical point is covered in most units. Moreover, grammar is
systematically reviewed in the Self-study sections of the book. However,
the review is brief and you may need to supplement the material.

Optional tasks

At the end of most units there is an optional task for you to do between
lessons, the aim of which is to integrate your studies with real-world
activities. For example, you may be asked to visit a company's website and
write a report on your findings.



Introduction

The Cambridge BEC examination

The Cambridge Business English Certificate (BEC) is an international business
English examination which offers a language qualification for learners who use,
or will need to use, English for their work. It is available at three levels:

Cambridge BEC Advanced

Cambridge BEC Intermediate

Cambridge BEC Preliminary

Cambridge BEC Advanced is a practical examination that focuses on English in

business-related situations. The major emphasis is on the development of
language skills for work: reading, writing, listening and speaking.

Pass Cambridge BEC Advanced

The book contains:

¢ Introduction An introductory unit which gives you information
about the examination and this preparation course.

e Core units Eight double units which cover a wide range of
business-related topics. Many of the exercise types
are the same as those in the examination.

e Self-study A section following every double unit to provide
consolidation of the language of the units and some
examination-related tasks. It also contains a focus on
a particular grammatical area to enable you to
review your grammar systematically.

® Exam practice Examination-style exercises following every double
unit to provide further practice in the examination
skills you will need.

® Exam focus A section in the centre of the book to prepare you
directly for the examination.

® Tapescripts The content of the cassettes.

® Answer key Answers to Self-study and Exam practice.




Examination preparation in Pass Cambridge BEC Advanced

® Introduction

The Introduction presents the content of the examination and important
examination dates.

® Core units and Self-study

All units contain at least one examination-style exercise and there are also
some examination-related tasks in Self-study.

® Exam practice

Each double unit is followed by at least two pages of Exam practice, which
supplement the examination practice in the core units and Self-study.
Complete Listening Tests follow Units 4 and 8. By the end of the book, you
will have practised every part of the examination several times.

® [Exam focus

The Exam focus section in the centre of the book gives you information
about how to succeed in each part of the examination. The Wiiting and
Speaking Test Assessment Sheets provide a framework for you to evaluate
your own writing and speaking skills.
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Introduction

Cambridge Business English Certificate
Advanced

All Cambridge BEC Advanced candidates receive a statement of results
showing their overall grade (Pass grades A, B, C or Fail grades D, E) and
their performance in each of the four papers. Look at the following
extract from a sample statement.

Exceptional
Reading
Good Speaking
Listening
Borderline Writing

Weak

Successful candidates receive a certificate showing a single grade. Each
paper represents 25% of the total mark.

An overview

The following table gives an overview of the different parts of the
examination, how long they take and what they involve.

Test Length Contents
| Reading 60 minutes 6 parts
2 Writing 70 minutes 2 parts (short description

of a graph, formal letter,
short report or proposal)

3 Listening 40 minutes 3 parts
Approx. |5 minutes of
listening material played
twice plus time to transfer
answers

4 Speaking |6 minutes 3 parts (personal
information, short talk
and collaborative task)
2 examiners and 2 or 3
candidates




Introduction

Iimportant Cambridge BEC Advanced dates

-

Your teacher will give you some important dates at the start of your course. ¢
Write these dates in the boxes below.

Imher

Cambridge BEC Advanced examination
Your teacher will give you the dates of the written papers but can only give you the

date of the Speaking Test after your entry has been confirmed by Cambridge.

® PAPER | Reading & Writing Test

o PAPER 2 Listening Test

e Speaking Test (to be confirmed) Between and

Entry date

This is the date by which the examination centre must receive your examination entry.
e Entries must be confirmed by

Grades and certificates

Cambridge sends out results approximately seven weeks after the examination.
Successful candidates receive their certificates about four weeks after that.

® Results should be available by




Preparing for Cambridge BEC Advanced

@ Look at the following activities which you are going to do on your BEC Advanced
course. Which two are you most confident about? Which two are you least confident
about? Why?

e answer questions on business-related texts
. H 1 .‘ S o - N

Oorganisdatio

dESEriDe :. :
. writd‘formal letters 4
ite short re

~

e learn useful phrases for writing and speaking

@ Which of these are useful for your current job or may be useful in the future?

Introduction




Introduction

Quiz: Pass Cambridge BEC Advanced
@ Where would you find the following in this book? Write the unit or page numbers.

Information from a famous furniture retailer

A list of the top ten global brands

An exercise on articles

A tapescript of a presentation by a headhunter
Advice on writing reports

An exercise about linking words and phrases

A questionnaire about working from home

Advice on the language of agreeing and disagreeing
Helpful tips for each of the Cambridge BEC Advanced papers
10 A card exercise focusing on the language of trends
|| A Self-study vocabulary exercise on mergers

12 A checklist to help you evaluate your writing

OO NN DWN —

Helping yourself succeed

0 Look at the areas below. Add further ideas for using your time outside lessons to help
you improve your English skills. How could each activity help you in the exam?

Reading
&adby gvjtw,k W?z RN PEaLd

Whiting

Listening

Speaking

C:’LQOlj‘ Wo gxyu #
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Work roles

Describing work roles
Speaking @) Work in pairs. Find out the following information about your partner.
® position

e responsibilities
e duties

Reading 1 @ Read the brochure extract on the opposite page from the management
consultancy Belbin Associates. How does the WorkSet system use
colour to clarify work roles?

g

® Look at the following pie charts and the WorkSet extract. How does the
manager’s brief compare with what the employee actually does?

ALl
. . 1 Manager’s brief to the employee Employee’s feedback on the job
d t; © A manager assigns the following tasks to different workers. Match each
verb with one of the four core WorkSet colours.

schedule support operate design co-operate
assist participate comply decide follow

Think of another verb for each core colour.




What is WorkSet?

WorkSet is an advanced means of setting up jobs and developing employees in response to
the changing nature of work. By adopting the use of colours, companies can specify the exact
level of responsibility to be allocated to the key tasks that form an employee’s job description.
WorkSet replaces the often static job description with a more dynamic short-term job brief.

The employee interprets the manager’s brief and uses it as a framework for approaching the
tasks that make up the job. A feedback and review process then enables the manager to keep
abreast of what the employee actually does and provides an opportunity to jointly assess
performance, re-align the job and decide on the development needs of the employee.

Core colours

<
o
-
LLl
0

BLUE WORK refers to tasks an employee has to carry out in a prescribed way to an
approved standard. Example: machining an engineering component to a specification.

YELLOW WORK involves personal responsibility for meeting an objective. Exactly
how the work is done does not matter too much as long as the goal is achieved.
Example: initiating procedures to reduce costs by 15%.

‘ GREEN WORK refers to tasks that vary according to the reactions and needs of

others. Example: helping the hotel service manager at times of peak occupancy.

ORANGE WORK involves shared rather than individual responsibility for achieving
an objective. Example: contributing to a management team.

Employee feedback colours

GREY WORK refers to work which is incidental to the job and involves responding to
situational needs. Example: being asked to entertain a visitor.

- -, WIHIITE WORK refers to any new or creative undertakings outside the employee’s

7 ..
#7. formal duties which may lead to improvements. Example: revising standard customer
{ service letters.

T

‘ PINK WORK demands the presence of the employee but serves no useful purpose.

N

Example: attending meetings where nothing new is learnt and no contribution to
decision-making is encouraged.

Listening e Five people talk about their jobs. Listen and decide which improvement each
speaker would most like to see.

A more responsibility
e B more teamwork
2 C fewer routine tasks
3 D more flexible hours
4 E fewer interruptions
F  clearer objectives
5 . .
G more creative work
H more managerial support

Work roles




