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PART ONE (BEC VANTAGE)

* Look at the statements below and the information about training courses on the op-

posite page.

*  Which course (A, B, C or D) does each statement refer to?
*  For each statement, mark one letter (A, B, C or D) on your Answer Sheet.

*  You will need to use some of these letters more than once.

Example:
0 - This course will use case studies of different companies.

A B C D
) mmm (1 1

1 This course is for people with little or no experience of the topic.

2 You will learn what a lender can do if a company does not repay a loan.

3 Companies can decide where their employees will take the course.

4 You will learn to assess whether a business can pay back the money it owes.

5 This course will help you to deal with the paperwork involved in processing loans.
6 You will look at the legal aspects of hiring equipment.

7 This course will concentrate on the laws that apply when a business borrows money.



Loans Administration

This course looks at the administrative
functions of a bank’ s loans depart-
ment, e.g.dealing with credit applica-
tions and keeping records of loan trans-
actions.We will use real application
forms of the type that administrative
staff in loans departments regularly
handle. It will be particularly useful for
experienced staff with day-to-day ad-
ministrative responsibility for loan port-
folios. Although most clients choose to
enjoy our beautiful premises, the course
can be run at the client company or
elsewhere.

Cashflow Analysis

On this advanced course you will build
up a database of a company’s cashflow
over time and identify and interpret pat-
terns of change.You will analyse the
cashflow of a few sample companies and
use your analysis to judge their ability to
settle their debts. This course will help
you perform an advanced cashflow anal-
ysis of your own company.

Loan Contracts

Open to anyone who completed our in-
troductory course on legal contracts in
business, this course looks at the legal
principles involved when a company
takes out a loan, and outlines how to

take legal action against a company |

that defaults on its repayments.You
will compare the interests and respon-
sibilities of both parties to a loan con-
tract.

Leasing & Asset Finance

This is a course for those new to leas-
ing. It will provide you with a basic un-
derstanding of why companies prefer to
lease property or machinery, rather
than buy. You will leam about both the
expenses and tax benefits of leasing
and you will study a variety of lease a-
greements and the' laws" relating to
them. ,

R

M1 ERERAID, I—RERAAEXTEZLRBLRBAL2LBHAFRN. DB It
will provide you with a basic understanding” — 4] 5 #J “basic understanding” BJ} “ E=RH 0
W, 2RMBITBRA 22RO ARBENERAFAZEEMN, B REE S,

M2 EHERN Co RIE¥T HARMNEEREET, S ol R BB LeT N, EBITF e E
X EMEFU A FE “repay a loan” X~ , RITABERMIZE A R C,BIFAREE
AR &3, C B4 “how to take legal action against a company that defaults on its repay-
ments” CEREXTHER MM A A REE#1T3h) 58 _EHEFE,

M3 ERERRN A, ARTLURERRSNEIIA A, HBANERITER EYMH
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PART TWO (BEC VANTAGE)

Read the article below about a psychologist’s advice to managers.
Choose the best sentence from the opposite page to fill each of the gaps.
For each gap, mark one letter (A—G) on your Answer Sheet.
Do not use any letter more than once.
There is an example at the beginning, (0).
|
The Psychology of Management

If overflowing in-trays frighten you or solving problems makes you sweat, there’s a new range of
business books called The Management Guides that you can turn to with confidence. (0)...G... .
In addition, they’re written in accessible language by Kathy Harman, a chartered occupational psy-
chologist who heads her own London-based consultancy business. She says that the guides are intend-
ed for professionals working in small British companies, where thinking about management can be a
low priority because of endless lists of other responsibilities.

...... . After this initial message to the reader, the following pages contain sections on every
aspect of business, from managing your own time and selecting employees to planning ahead for the
future.

One of the reasons Harman wrote these guides was that she knows not every business is able to invest
in training. The difficulty, especially for small businesses, is that, “People are professionals first and
foremost and somehow they are just expected to pick up management skills as they go along.”
2)...... . And becoming one, she recognizes, is especially difficult if you're not used to commu-
nicating effectively or delegating work. '

She adds, “It’s all very well managing areas that you have control over and you can do all the plan-
ning you feel is necessary, but there are always going to be other people out there who do the most
unexpected things. ”(3)...... . Such a choice of approaches is essential to any business; this can
only be achieved by managers having good, friendly relationships with all their staff and business
contacts. “The important thing in management, "say Harman, “is the human element. ”

Her advice to managers everywhere is to maintain professionalism at all times. “If you’ ve ever man-
aged anyone, ”she says,“you’ Il know that you’ re not allowed to be fed up because when the staff
come to you, they don’t want to know about your problems, they want their problems solved.”
Harman feels confident about making such an analysis because of her years of training as an occupa-
tional psychologist. (4). ... .. . “What you find there is that most senior managers have had some
kind of psychological training, while in this country most managers get their management psycholo-
gy second-hand by listening to other managers. ”

The overall message from Harman is a simple one, and it’s got nothing to do with technology or
databases. (5).. ... . “More and more managers,” she says, “are realising this and beginning to
appreciate that without the right staff at all levels, you really haven’t got a business. People are your
principal resource. ”



Example:

A And when they do, managers need a variety of strategies to fall back on.

B This, of course, is unlikely to be easy, because being an expert in your field doesn’t nec-
essarily make you a good manager.

C The question that most of them ask is, “Can we actually afford a management training
course?”

D Although this area of study is becoming more acceptable in the business world, Britain is a
long way behind the rest of Europe.

E It’s about creating a working environment that promotes the well-being of everyone, from
the post room to the board room.

F This is illustrated at the beginning of each guide with the quote, “This book is for those who
would like to manage better but are too busy to begin.”

G They’re short, pocket-sized, and very reasonably priced at £2.99 each.

.
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B R FENX LT AR L, JEBERT . M “This, of course, is unlikely
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PART THREE (BEC VANTAGE)

* Read the article below about effective communication and the questions on the opposite
page.
* For each question, mark one letter (A, B, C or D) on your Answer Sheet for the answer

you choose.

The Importance of Good Communications

Effective communication is essential for all or- to understand why their job is important and
ganisations. It links the activities of the vari- how it contributes to the overall success of the
ous parts of the organisation and ensures that firm. Personal communication should also in-
everyone is working towards a common clude target setting.People usually respond
-goal. It is also extremely important for moti- well to goals, provided these are agreed be-
vating employees.Staff need to know how tween the manager- and subordinate and not
they are getting on, what they are doing right imposed.

and in which areas they oould im- However, firms often have communications
prove. Working alone can be extremely diffi- problems that can undermine their perfor-
cult and it is much easier if someone takes an  mance.In many cases, these problems occur
interest and provides support. Employees need because messages are passed on in an inappro-
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priate way . There are, of course, several ways
of conveying information to others in the or-
ganisation. These include speaking to them di-
rectly, e-mailing, telephoning or sending a
memo. The most appropriate method depends
on what exactly it is you are communicat-
ing. For example, anything that is particularly
sensitive or confidential, such as an
employee’s appraisal, should be done face-to -
face.

One of the main problems for senior executives
is that they do not have the time or resources
needed to communicate effectively.In large
companies, for example, it is impossible for
senior managers to meet and discuss progress
with each employee individually.Obviously
this task can be delegated but at the cost of
creating a gap between senior management
and staff.As a result, managers are often
forced to use other methods of communica-
tion, like memos or notes, even if they know
these are not necessarily the most suitable
means of passing on messages.

The use of technology, such as e-mail, mobile
phones and network systems, is speeding up
communication immensely. However, this
does not mean that more investment in tech-
nology automatically proves beneficial: sys-
tems can become outdated or employees may
lack appropriate training. There are many
communications tools now available but a firm
cannot afford all of them.Even if it could, it
does not actually need them all. The potential
gains must be weighed up against the costs,

and firms should realize that more communica-
tion does not necessarily mean better commu-
nication.

As the number of people involved in an organi-
sation increase, the use of written communica-
tion rises even faster. Instead of a quick con-
versation to sort something out numerous mes-
sages can be passed backwards and for-
wards. This can lead to a tremendous amount
of paperwork and is often less effective than
face to face communication. When you are ac-
tually talking to someone you can discuss

_things until you are happy they have under-

stood and feedback is immediate. With written
messages, however, you are never quite sure
how it will be received. What you think you
have said and what the other person thinks
you have said can be very different.

The amount of written information generated
in large organisations today can lead to com-
munication overload.So much information is
gathered that it gets in the way of making de-
cisions. Take a look at the average manager’s
desk and you will see the problem — it is often
covered in letters, reports and memos. This
overload can lead to inefficiencies. For exam-
ple, managers may not be able to find the in-
formation they want when they need
it. Communication is also becoming more diffi-
cult with the changes occurring in employment
patterns. With more people working part-time
and working from home, managing commu-
nication is becoming increasingly complex.

1 In the first paragraph the writer recommends that communication with staff should include

A
B
C
D

some feedback on their job performance.

an explanation of how company targets have been set.
information on promotion prospects within the company.

an indication of which duties they can expect assistance with.

2 According to the writer, the best way of achieving effective communication is to

A

B
Cc
D

adapt the message to suit a particular audience.

make the content of messages brief and direct.

select the most suitable means of conveying a particular message.
ensure that information is targeted at the appropriate group of people.
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3 What does the writer say about the communication options available to senior managers?

A Sending memos to staff is one of the most efficient methods.

B tis important to find the time to discuss certain matters with staff.

C They should increase the range of options that they use.

D Getting junior managers to talk to staff can create different problems.

4 What advice is given about the communication tools made available by technology?

A Aim to limit staff use of certain communication tools.

B Evaluate them in terms of the expenditure involved.

C Select them on the basis of the facilities they offer.

D Encourage more staff to attend training courses in their use.

5 According to the writer, a problem with written communications is that

A the message can be interpreted differently to what was intended.

B it can be easy for people to ignore the contents of a written message.
C most people are more comfortable with face-to-face communication.

D it is possible for correspondence to get lost within a large organisation.

6 According to the article, what is the effect of reoeiving large amounts of written information?

R

A1

A2

A 3

a4

A 5

A It is counter-productive.

B It causes conflict in a company.

C It leads to changes in work patterns.

D It makes the main points more difficult to identify.

EHRERAA. BEERRINAE-BRPIRER,. F-BPRISVAMZHRN L
FEWINH7 1 : “motivating employees” il “target setting” ,  H “motivating employees” 15
#& “Staff need to know how they are getting on, what they are doing right and in which ar-
eas they could improve” (HR 52 % B2 038 {1 TAEAR el , A A0 T ARG H H R
Eyudt) , X 5EW AGHEM TERAMRIR) BRI —-MER,
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F3RE|“this task can be delegated” (X —{E % A ATEIRAQ A )X —4], R LHEARE
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EEBERA B, AR BITRMELAIZEH T A (“the communication tools made available by
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tions tools now available but a firm cannot afford all of them”H1“The potential gains must
be weighed up against the costs”FiH), NYEA B B FETREIAY expenditure( 3 H ;76
%) — TR B

EHRERN Ao XFEERBMBIS—H“What you think you have said and what the oth-
er person thinks you have said can be very different” (#RIAURBTUEAY FAF A A A B4R BT
VLA AT BER AR BB R, A TRM A FHINE ~
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PART FOUR(BEC HIGHER)

* Read the article below about data presentation.
* Choose the best word to fill each gap from A, B, C or D on the opposite page.
*  For each question, mark one letter (A, B, C or D) on your Answer Sheet.

* There is an example at the beginning, (0).

|
Clear presentation of data

The preparatxon and presentation of data is a common part of busm&ss Inie,o  (0)...... of
preparation for meetings, it is essential to remember that it should be presented ina user-
friendly way. That means it must be in a form to which members of the meeting can easi-

ly...... Mn...... . “Never underestimate intelligence, but nevér overestimate knowledge”
is a good expression to remember in this context. Most pebple céh"understénd the most com-
plex information, . .. ... 2)...... it is presented in a form they find accessible. Thus, all
data should avoid jargon and use. . .. .. 3)...... language. Written text should be presented
in a way that will...... (4)...... to the average reader. It éhould be prepared careful-
ly,oenn.. (8)...... use of headlines, illustrations and photographs.Remémber that the hu-

man eye sees a page as a picture. If the aim of a document is to be understood, it must be de-
signed in a way that...... 6)...... . the reader comprehends it; This mady seetn an obvious

®



