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Introduction

The Cambridge Business English Certificate

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: Preliminary, Vantage and Higher.

The Cambridge BEC Higher Examination
The Cambridge BEC Higher examination is made up of four tests.

Reading (60 minutes)

There are six reading tasks. They test skills such as reading for gist, global meaning and detail,
and knowledge of vocabulary, structure and discourse features.

Writing (I hour 10 minutes)

There are two writing tasks. The first tests your ability to write concisely, describing or
comparing graphic information. The second, longer task tests your ability to, for example,
summarise, recommend, persuade, evaluate, explain.

Listening (approximately 40 minutes)

There are three listening tasks. These test your ability to understand monologues and dialogues
by making notes of specific information; identifying topic, function, opinion, etc; and interpreting
arguments and opinions.

Speaking (16 minutes)

The speaking test includes conversation, a mini-presentation and a discussion, with an examiner
and another candidate.

Pass Cambridge BEC Higher Practice Tests

This Practice Test book (and CD) aims to provide useful support for students preparing to
take the Cambridge BEC Higher examination. It consists of:

* Three complete practice tests. Each practice test includes the Reading, Writing, Listening and
Speaking tests and advice on how to approach each task.

* Preparation: two pages before each practice test to enable students to focus on key writing
skills by looking in detail at model sample answers.

* Tapescripts: the content of the Listening tests.

* Answer key: answers to all the Reading and Listening tests and sample answers for the
Writing test.

Recommended approach

We recommend you work through the tests in order. Before you start each test, complete the
activities in each Preparation section.You may find it useful to keep a record of useful words,
phrases and grammatical structures you come across.
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Writing skills

Two-word business expressions

0 Many common business expressions consist of two words, e.g.
customer service. Match the words below.

blue-chip a) chain

distribution company
job < control
marginal - channel

market Y, ~g) cost
mission ‘ margins
profit satisfaction

stock ) segmentation

) statement

NO 0O N O U1 AW N

supply / |

Proposal writing

@ Read the sample Writing Test question and answer on the
opposite page and look at the notes below.

-4  Standard top section-

5 An often used heading to explain why the proposal or
report has been written.

9-15 Note that the two proposals are introduced (line 10), and
set out in separate paragraphs, with one and secondly to
mark each one clearly.

|7-20 Note that the writer gives reasons for the suggestions
regarding implementation, i.e. as the process is likely to take

. two or three months and since the positions are unlikely to
attract people living outside this area. These explanations make
the proposal far more convincing than simply writing The
recruitment of new staff should be given top priority.

21 Note the way of moving from recruitment to the discount
scheme: both a new paragraph and the introduction phrase
as regards. -

25-27 This section gives a disadvantage, as required by the task.
Note that by dealing with the objection, the proposal ends
positively.

Note the use of headings for each section of the proposal.

Note the range of common business expressions, e.g. customer

loyalty, repeat orders, natural wastage, customer retention.
C—— ~—— e ——

Note the attempt to avoid repeating words, e.g. the use of personnel
and staff, customer retention and customer loyalty; as and since.

Note the attempt to avoid using words given in the task, e.g.
customer loyalty (4) instead of to retain customers.

Writing skills




Writing skills

Question 3

Too many customers purchase from your company once only, and the Sales
Manager has asked staff to think of ways to retain more of them.

Write your proposal for the Sales Manager,
* suggesting a reason for the lack of repeat orders
¢ putting forward one or two ways to retain customers
* outlining how your ideas could be implemented

* mentioning one or two possible disadvantages of your ideas.

Write 200 — 250 words on the separate answer paper provided.

' o Sales Manager

? From:  Geraldine Salmon
3 Date:  March 21

* Subject: Customer loyalty

3/Background

8 The proportion of customersplacing repeat orderalhas halved/n the last two
year5 to 12 per cent. One possible causé is the reductlon in our sales
personnel through natural wastage :

9 Proposals
10 | suggest two ways of i /mpmwng the customer retantlon rate.

"1 One is to recruit three new sales people, to return to the full complement that
"2 we had until two years ago. This would relieve the pressure on all sales staff,
'3 allowing them to devote more time to maintaining relationships with customers.

14 Secondly | propose offering corporate customers a dlSGOUH?[H return for a
15 commitment to buy goods fomwm:v a set perdod.

16 Implementation

'7 The recruitment of new staff should be given top priority, as the process is
'8 likely to take two or three monthe. Advertlamg the vacancies in local

"9 newspapers is probably the most effective way of reaching potential applicants,

0 since the positions are unlikely to attract people living outside this area.
. vt
?! As regards the discount scheme, perhaps a small group comprising staff from

%2 Finance, Froduction and Sales could work out a viable scheme, which would

% be attractive to customers but still give adequate profit margins.

24 Fossible drawback

% Clearly both schemes, particularly the recruitment of new staff, would gntail
% considerable costs. However, increasing the level of repeat orders would lead
2T to savings on advertising, and in the long run should improve profits.

Prolverty
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PRACTICE TEST 1: READING

PART ONE «

]
Questions 1 -8 ¥

How to approach Reading Test Part One

* In this part of the Reading Test you match eight statements with five short texts.

* First read each short text and then read the sentences to see which ones refer
to the text.

* Make sure you read each text for overall meaning. Do not choose an answer
just because you can see the same words in the text.

* Look at the sentences below and at the five sections from an article about
benchmarking on the opposite page.

*  Which section of the article does each sentence refer to?
* For each sentence 1 - 8, mark one letter (A, B, C, D or E) on your Answer Sheet.

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

Example:

0 Benchmarking exercises most often take place in a single industry. (Answer: B)

\

. ,. 1 Ideas that-emerge from a benchmarking exercise may be better than any current practice. (/
- . -

‘2 In some cases companies receive information without knowing which organisation - »
&

produced it.
\‘@ Certam methods of benchmarking generally donot impose restrictions on the kinds of X\
O knowledge that can be shared openly. C

: “ One goal of benchmarking is to solve problems common to companies in a variety of fields./)
U’ . /
5 Benchmarking exercises can enable all participants to make improvements in their
operations. /*\
< A N

N

x' 6 Benchmarking exercises may lead to an improvement in contacts with other people. D

£ ' @ It may be a weakness of benchmarking that organisations imitate others. V

8 Some forms of benchmarking do not restrict the availability of data to those organlsatlons
: \( taking part. e

8 Practice Test |: Reading



A Benchmarking involves establishing minimum standards of performance and
quality, based on identifying the best method and practice followed in other
organisations. These standards can then be used as yardsticks to measure the
‘oﬂqamsatlons current costs, prt)ductlon”management and customer “focus, and

s reas where they faII short _of norms. According to its supporters,

benchmarklng raises awareness of innovations and best practice, thus helping all
companies taking part in benchmarking exercises to increase their cgr,n,p\etltl\@yss ;
by imitating best practice they may be able to redMor |mprove their |

_customer se e—

B There are a number of approaches to benchmarking. Typically, exercises are z
-carried out by companiegmg within the same field or sector, as in the
International Motor Vehicle Programme. Between 1985 and 1990 this brought
together car manufacturers from Europe, the USA and Japan with the aim of
introducing the western companies to Japanese production methods. As |
benchmarking by competitors can be very sensitive, in some cases data is "‘

%dlgtg%;hjough a neutral body, such-as-a-businessschoot, to protect—
iden

ty an?ﬂ'na‘ke sure that no trade secrets are revealed.

g,

C There are also instances of companies in widely different industries comparing
their management practices, to see how others have dealt with difficulties in
internal communications, supply chain management, and other areas wherg
practice istransferable from company to company without affecting competition
between rivals, in other words, topics where confidentiality is not at issue.To a
certain degree this practice has been aided by the development of internet
websites dedicated to the sharing of informatian, sites which, being in the public
domain, are unlversally accessuble Of course, thls means that onl certain t
: Gf‘da‘t’/ a are prov“ded'“ A R —— T

"\s&.//

D Unlrke  benchmarking exercises with-competitors, which run-t isk that
participants may w want to take whgt_they can and give away as little as possible,
behehmﬂmg betweenthe divisions or business units of a a single eempany is far
less likely to lead to the withholding of information. As a by—product co-operation
among different sections of the company may well be enhanced, both through
increased understanding of how others operate, and by simply being able to put a

face to a name, and know who to talk to about a particular work- relatem
W\Wt

A e

Sy g

rimS

ESOORRERIIIR st AR e S

E Learning from the successes and failures of others can of course be very valuable.
On the other hand, cri\tégdgi_m/tb@/by-wgemvﬁxt?tin best practice,
‘companies simply seek'to emulate other businesses. Content to achieve the best
of what is being done at the moment, they do not attempt to move beyond it to
reach the best possible. However this ignores the creative t of the process:
WManisations’ operations may well spark off fresh ideas, as

in a brainstorming session, and lead into the realm of true innovation.
,\

N

Practice Test |: Reading 9



PART TWO

How to approach Reading Test Part Two

* In this part of the Reading Test you read a text with gaps in it, and choose the
best sentence to fill each gap from a set of eight sentences.

* First read the text for overall meaning, then go back and look for the best
sentence for each gap.

* Make sure the sentence fits both the meaning and the grammar of the text
around the gap.

Questions 9 - 14

* Read the text on the opposite page from an article about how a company reduced its
transport costs.

* Choose the best sentence from below to fill each of the gaps.
* For each gap 9 - 14, mark one letter (A — H) on your Answer Sheet.
* Do not use any letter more than once.

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

A, Before transport was eating up 3 per cent of the company's UK sales revenue.
B @th@as not helped by the fragmented nature of the haulage

industry.

\{é More than 60 dianere then analysed.

D /Among the@@ncludéd in@ontracts were requirements for improvements
in costs, flexibility and reliability.
B had come into logistics as part of a management career.

(\F\ But hauliers at the other end of the scale were not automatically excluded.

\G/ These results horrified the company, as @re far worse than had been anticipated.

H Some transport they could not account for at all.

10 Practice Test |: Reading



Route to big delivery savings

here are few areas left within the

world’s largest businesses where one
close look can deliver instant savings of
1 per cent of sales. For Rhodia, the
chemicals arm of French conglomerate
Rhone-Poulenc, scrutiny of the
company’s transport costs in the UK led
to just such savings. Management
consultants A.T.Kearney were
commissioned to review the company’s
operations. They scoured order books,
invoices and transport logs at the
company’s fourteen UK sites. (0)

Surprising as it may seem, there were

simply no records.

A.T.Kearney’s initial survey found that
transport accounted for 10 per cent of the
company’s traceable spending in the UK,
and that during a 12-month period, 235
different hauliers had moved products
for the company. The company were also

running 30-strong fleet of their own.
a more positive light, though,

ant that the opportunity to

1mprove was huge.
Transport buying was being dictated

by the backgrounds of the buye ther
than rational criteria. (10) .. ead,
hey were typically former drivers or site

‘workers who bought transport from a
network of contacts built up over many
years.

Even where buyers were seeking the
cheapest transport, their task was
complicated by numerous different

Practice Test |: Reading

tariffs for different measures. For
A.T.Kearney, the solution lay in a
comprehensive, standardised tendering
process. During the following weeks, all
the company’s existing suppliers,
Rhodia’s own fleet, and others were
invited to tender for business. (11) L..
Modelling of these responses began:
what if this part of the business was
given to X, and this part to Y — what does
it do to costs?

Rhodia then went back to the most
promising applicants and offered th
for packages of business. (12) ..

In this way the company ensured that

they got the est possible arrangement.
———\———\_/

Inev1tably, oces avoured large
suppliers. é&’ xample a
driver with his own lorry, who had been
transporting goods for the company for
years, submitted a tender. A sub-
contracting arrangement was made for
him with one of the final suppliers.

Today, Rhodia have five main hauliers,
who account for 90 per cent of the
company’s transport spending. All rates
are standardised: the whole system is a
very simple one. But perhaps the most
extraordinary outcome from this
monumental number-crunching cise
was the bottom line impact. K’\
The new s set-up has delivered savings of
more than 25 per cent. And the company
is confident of achieving even more
savings.

B
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PART THREE
Questions 15 - 20

How to approach Reading Test Part Three

* In this part of the Reading Test you read a longer text and answer six questions.

* First read the questions.Try to get an idea of what the text will be about. Then
read the text for general understanding.

* Then read the text and questions more carefully, choosing the best answer to

each question. Do not choose an answer just because you can see the same

words in the text.

* Read the article on the opposite page about interim managers who work for companies
on short assignments and the questions below.

* For each question 15 - 20, mark one letter (A, B, C or D) on your Answer Sheet for
the answer you choose.

15 What does John Tiernan like about interim management? \s

the opportunities to have extended holidays
the chance to learn from other people’s mistakes

the contact with a number of different companies
the knowledge that the work he is doing is important

(&}oncermng the way that jobs, John Tiernan believes that

B he would benefit from being on a computer database.
g_the’agency knows him well through personal contact.
L he would benefit from meeting more interim managers.
" the agency treats him better than other ag&qcies would.

17 What did John Tiernan find about his assignment with Jarvis Porter Group?

A ,.rfThe task proved different from what he had been asked to do.
,‘ The customer service staff did not co-operate with him.

C He thought it unnecessary to close the division down.
é\ Customer service was worse than he had expected.

WAccordmg to the writer, which type of communication is uncommon for interim managers?

maintaining close contact with the company’s Chief Executive

Ofy getting to know people at all levels in the company

receiving feedback from somebody outside the company

\ sending regular reports to the agency about the work being done

12 Practice Test |: Reading
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19 What reason is given for some companies' resistance to using interim managers?

Wlnterim managers may not be concerned about the company’s future.

B# It is difficult to justify the cost of an interim manager.

Interim managers can lower the morale of staff.

ohn Tiernan has spent five years

trouble-shooting as an interim
manager, hired on short-term
assignments by a variety of
companies to sort out their
problems. He has no desire to
return to the certainties of a
permanent position, because now,
whichever company he is working
for, he is perpetually involved in a
meaningful task that's critical to the
business at that time. Though he
admits that sorting out the
aftermath of other people’s
misjudgments can be frustrating. At
first he found the gaps between
jobs traumatic, but now he has got
used -to them, so when a job ends
he simply books a holiday.

Mr Tiernan is part of a relatively
small pool of managers used by
agency BIE. Whereas most
suppliers of interim managers have

‘large databases, which they tap

into in order to match a manager’s
qualifications and experience with
a client company’s requirements,
BIE tries to develop a good
understanding of its managers’
personalities and of how they are
likely to fit into a company through

" There are too few agencies to meet the demand.
N B?’f There is inconsistency in what agencies deliver.
v, ,Too few companies are aware of the benefits.
There are too few good interim managers.

of managers.is that they can get to

_know each other well, through the

agency's social and professional
development activities.

Interim jobs are frequently highly
pressured and can be
uncomfortable. John Tiernan was
recently brought in to improve
gusmw(;i&‘at a division of
Jarvis Porter Group, a printing and
packaging company. Initial
resistance from staff fairly soon
melted away, but then Mr Tiernan
realised that the division's trading
position was unsustainable, and it
soon became clear that what was
needed was a shutdown, not a
rescue. Mr Tiernan managed the
closure, in which about 250 jobs
were lost.

The secret is always to keep
channels of communication open.
Making oneself known to the whole
range of employees is useful,
although it may not be enough to
prove one's value to the company.
Keeping -the company's Chief
Executive informed is essential for
the interim manager’s actions to be
understood and accepted.
Agencies, too, often like to keep

\9" The company has to rely on the agency’s choice of interim manager.

)}\/hat point is made about interim management in the last paragraph?

their ideas and actions.

Client companies hire interim
managers to deal with temporary
situations, such as mergers or
delays in filling senior posts.
Although interim managers don't
come cheap, inaction may be even
more costly, and if the company has
established a good relationship
with an agency, it can trust in the
latter's ability to supply someone
suitable. The interim manager
arrives without corporate baggage
or vested interests, which may be
an advantage in the effect they
have on staff, but the potential
downside, which (deters some
companies fr n a

i ly a short-term |
commitment to the company, they
ol :

_interests at heart.

Interim management providers’
defence is that the success of the
system is precisely due to the
reputation of managers such as Mr
Tiernan. But there are fears that the
growing demand for interim
managers is encouraging too many
new agencies to be set up, and,th\e
absence of uniform practices is

interviews and from feedback on _track of what their managers are endangering quality and leading to_

their previous assignments._He is
very happy with the way the agency

, though he admits that he.

has no idea how this compares with

doi ir_clients, though few
have gone as far as W&S. This
Duteh agency arranges for its
interims_tobe_assisted by expert

an overal in__standards.
Whatever happens, though, it looks
as though interim manage‘Fs are.
here to stay. :

AT
R

other agencies. One advantage he ‘shadow agers’ back at base,
finds of being one of a small number who act as.a_sounding or

Practice Test |: Reading



