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A giving or confirming information

B requesting permission

C explaining what has happened or will happen

D apologizing

E making a suggestion

F issuing or accepting / declining an invitation

G expressing thanks
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H offering or asking for help

I proposing or accepting a deal
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@ What sort of job do you do?

@ What opportunities are there for working abroad?

@ What is it about your job that you enjoy?

g

@ What aspects of your work are you not so keen on?
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@ What gualifications do you need to do a job such as yours?
@ What skills are important for your sort of work?

® What do you see yourself doing in a few years’ time?

@ Do you have any particular ambitions or hopes for the future?
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INTRODUCTION

INTRODUCTION

The BEC Vantage Testbuilder provides students with the
information and practice they need to pass BEC Vantage.
It offers teachers and students an encouraging and
accessible way to prepare for the exam and may be used
as part of a business English course or as a self-access
programme for students preparing for the exam on their
own. There are four complete practice tests that refiect the
content and level of the actual examination. All the tests
are of a similar standard and include the themes, topics
and vocabulary specified in the BEC Vantage Syllabus.
They are accompanied by an expanded answer key and
further practice and guidance sections.

Expanded Key

The main purpose of the expanded key is to promote
confidence and understanding of the demands of the
exam. It gives students and teachers information about
why a particular answer is correct and, when appropriate,
there are explanations as to why other options or possible
answers are incorrect.

Further Practice and Guidance

Each part of the test is accompanied by one or more
further practice and guidance sections. The aim of these
sections is to give students more information about how to
tackle the particular item types in that part of the test.
There are also graduated exercises to enable them to
improve their test technique as well as their language
skills.

The BEC examination covers the four language skills of
reading, writing, listening and speaking.

Reading (1 hour)
This test is in five parts. There are 45 questions worth one
mark each.

Part One

This is a matching task based on four short texts or one
longer text divided into four sections (250-350 words in
total). The texts are taken from newspapers, magazines
and catalogues. The task is to match seven statements to
the relevant text. This part of the test focuses on your
ability to identify specific details in the texts. See page 8
for further practice and guidance.

PartTwo

This is a matching task consisting of a single text
(450-550 words in total) such as an article or a report that
has had six sentences removed from it, and a set of seven
sentences. The task is to choose one of the set of seven
sentences to fit into each gap. The first one is done as an
example so you only have to complete five gaps. This part
tests your understanding of text structure as well as
general comprehension of the text as a whole. See pages
38 and 94 for further practice and guidance.

PartThree

This task is a single text (450-550 words) with six four-
option muitiple choice questions. The text may be a
newspaper article or some business literature including
company information and management topics. This part
tests your ability to understand the text as a whole and to
elicit specific information. See pages 14 and 68 for further
practice and guidance.

Part Four

This is a single text (200-300 words) with sixteen gaps.
The first one is done as an example. The task is to select
the correct answer from a choice of four options. This part
tests your vocabulary and understanding of structure. See
page 44 for further practice and guidance.

Part Five

This is a proof reading task. The task is to identify words
that have been introduced incorrectly into a text. The text
(150—200 words) could be a letter, an advertisement or
other similar material. See pages 73 and 101 for further
practice and guidance.

Writing (45 minutes)

The writing test is in two parts. There are a total of ten
possible marks for the first part and a total of twenty
possible marks for the second part.

Part One

This task is to produce an internal company
communication such as a note, a memo or an email
(40-50 words). The information explains the role you are
given and the person you are writing to. You are also given
some information that must be included in the message.
This part tests your ability to briefly give instructions,
explain a development, ask for comments or information
or agree to a request. See pages 20 and 75 for further
practice and guidance.

Part Two

This task is to produce a piece of business
correspondence, a short report or a proposal (120140
words). The information you are given includes an
explanation of the task and one or two texts. These texts
are sometimes visual or graphic material with handwritten
notes on them. This part tests your ability to explain,
apologize, reassure, complain, describe, summarize,
recommend or persuade. See pages 49 and 104 for
further practice and guidance.
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Listening (40 minutes)

The listening test consists of recorded extracts and a
written question paper. In the exam, the instructions are
on the recording and on the question paper. The test is in
three parts and lasts about 30 minutes. In the exam, each
section is heard twice and there is an extra ten minutes to
transfer the answers on to a special answer sheet. There
are 30 questions worth one mark each.

Part One

In this part, there are three conversations or messages
and a gapped text for each one. There are four gaps in
each text. The texts are forms, invoices and message
pads, etc. This part tests your ability to listen for factual
information and convert it into a suitable answer to
complete the gap. See pages 25 and 110 for further
practice and guidance.

Part Two

This part is divided into two sections. You will hear five
short monologues in each section and the task is to match
each monologue to one of eight options. There is a theme
or topic linking each set of options. This part tests your
global listening skills and your ability to understand the
main idea or gist of the monologues. See pages 53 and
110 for further practice and guidance.

PartThree

There is a longer text in this part of about four minutes.
This is an interview, discussion, presentation or report.
There are eight three-option multiple choice questions
that test your general understanding of ideas and
opinions expressed in the recording. See pages 83 and
110 for further practice and guidance.

Speaking (14 minutes)

The speaking test is taken either in pairs or, occasionally,
with three candidates. There are two examiners. One of
them (the interiocutor) will speak to you and lead you
through the tasks. The other examiner just listens. Both
examiners are involved in the marking process.

The test is in three parts.

Part One

This part lasts about three minutes. The interlocutor will
speak to each of you in turn and ask you general
questions about your life, your work or your studies. You
are being tested on your ability to talk briefly about
yourself and to show you are able to agree, disagree or
express preferences. You won't usually be asked exactly
the same questions as your partner. See page 30 for
further practice and guidance.

PartTwo

In this part of the test, you will be asked to give a mini-
presentation on a business topic. You and your partner are
each given a choice of three topics and you have one
minute to prepare your presentation. You are expected to
talk for about one minute. When you have finished your
presentation, your partner is invited to ask you a question
about it. This part tests your ability to speak for an
extended period. See page 59 for further practice and
guidance.

PartThree

In Part Three, you and your partner are given a topic to
discuss for about three minutes. The interlocutor will then
ask further questions related to the topic. This part tests
your ability to hold a conversation, express opinions,
compare and contrast and acknowledge your partner’s
contributions. You are not expected to reach a joint
conclusion and it is acceptable for you both to disagree as
long as this is expressed clearly. See pages 88 and 115
for further practice and guidance.
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TEST ONE

READING 1 hour

PART ONE
Questions 1-7

e Look at the statements below and the job advertisements on the opposite page.
e Which job advertisement (A, B, C or D) does each statement 1-7 refer to?
e Foreach statement 1-7, mark one letter (A, B, C or D).

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

Example:

0  You will need to know a foreign language for this job.

0O0JA B C D

O o D

1 Your letter of application should not be typed.

2  You must have a science degree for this job.

3 if you are interested in this job, send for an application form.

4  The advertiser wants to know how much you earn in your present job.
5 This is a managerial position.

6  Tostayin this job, you need to renew your contract annually.

7  You could get this job without having a degree or diploma.

Before you check your answers, go to pages 8-9.
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READING

PART ONE

7

A

Lecturers in Tourism, Business Management or
Media Studies required for the Rosas Excellence
Institute. The posts are on the basis of a one-year
contract renewable. Candidates need a degree or
diploma in a relevant subject and five years’
teaching experience. Send CV with covering
handwritten letter and details of current salary.

Automotive Engineer to take charge of busy Vehicle
Maintenance Workshop.The job involves working as part of
the management team, and in particular organizing and
supervising work schedules and assisting with staff training.
A higher qualification in mechanical engineering and
previous experience of heavy goods vehicles essential. Send
career details with photograph and three professional
references.

Medical Representative to sell pharmaceutical
products to doctors and pharmacies. You need to
have a degree in a relevant subject, preferably in
biology or chemistry, experience in sales/marketing,
and an ability to get on with people. The job offers
an excellent salary, benefits and career
opportunities. Applications should include CV and
mention of expected salary.

. S

Junior Officer (Accounts) to help with overseas
customer accounts. The successful applicant will be
bilingual (in English and Spanish), and will have at least
three years’ relevant experience. We offer a
competitive salary, holiday allowance, bonus scheme
and free medical insurance. For further details and an
application form, phone or write to Personnel Officer
Provenza SA.




8 TEST ONE

READING PART ONE FURTHER PRACTICE AND GUIDANCE

EXAM INFORMATION

Part One of the reading test is a matching task and consists of four short texts on a related theme (or
sometimes a single text divided into four sections). The texts may include:

product descriptions

advertisements for goods or services
job advertisements

information notices

warning notices

short product reviews.

You are given seven statements and you have to say to which of the four texts each statement refers.

A DETAILED STUDY

The secret of success in this test is careful reading and attention to detail. The same information may occur
in more than one text, so you have to look carefully to see which information matches the statement. For
example, four business cards might have the following details:

Card A name job title office tel home tel mobile email
CardB name job title office tel - - email
CardC name - office tel home tel - -
CardD name job title - home tel mobile -

If the statement refers to the card that has a job title, mobile number and email, you can see that only Card

A has all three.

1 Read the information about four shops on page 9, and then answer the questions. More than one shop

may fit the description. Which shop (or shops) will you visit if:

g A W N =

you want some fresh vegetables and you want to pay by credit card?

Wednesday is the only day you are free to do your shopping?

you need some tinned tomatoes and just have a credit card?

you like to shop early in the morning for fresh fruit and vegetables?

you can't get to the shop till the evening and you want fresh fruit?
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Shop A

Opening times: 06.00-15.00, Mon-Sat
Sells: fresh fruit and vegetables
Accepts: cash only

Shop B

Opening times: 08.00-22.00, 7 days a week

Sells: frozen goods, dry and tinned (canned) goods
Accepts: cash or cheque, credit cards

Shop C

Opening times: 08.00-17.00, Mon-Sat
(closed all day Wed)

Sells: dry and tinned (canned) goods
Accepts: cash or cheque

Shop D

Opening times: 10.00-22.00, Mon, Wed, Fri only

Sells: fresh fruit and vegetables, frozen goods, dry and
tinned (canned) goods

Accepts: cash or cheque, credit cards

2  Now look at the four job advertisements on page 7. Underline all references to:
qualifications

experience

salary

other terms (benefits) of contract

A & W N =

method of application

Now check your answers and then look back at your answers to Part One of the reading test.
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PARTTWO
Questions 8-12

e Read the article below about starting your own business.

Choose the best sentence from the opposite page to fill each of the gaps.

For each gap 8—12, mark one letter (A—G).

Do not use any letter more than once.

There is an example at the beginning (0).

STARTING YOUR OWN BUSINESS

The first two things to do if you are starting your own business are to find an accountant
and talk to your bank manager. Your accountant will help you to draw up a business
plan to show what borrowings you need from your bank. (0) G,

While you are engaged in these consultations, it is a good idea to find out whether
you are entitled to any government subsidies or similar financial help. (8) ........... .
Check too whether training grants are available for yourself or people you employ.

Once you have completed these preliminary tasks, there are a number of specific
things you then need to do. Doing them in the right way and at the right time can save
you a lot of money, so make sure you know what to do.

Perhaps the most important is to tell the Inland Revenue that you have left your job
and have started your own business. (9) ........... . The Inland Revenue will also need to
amend their records to show that you are now self-employed. Next, you should think
about registering for Value Added Tax (VAT). Generally, if your sales exceed a certain
amount you have to charge VAT on them. (10) ........... .

Consider the consequences of employing people in your business. As soon as you
start to take on employees, you will need to establish proper procedures. These include
drawing up proper contracts of employment. You will also need to get in touch with
your local tax office to register your employees.

Lastly, as part of becoming an employer of others, you must become familiar with a
number of legal issues. Once you have more than a minimum number of people on
your payroll, you will need to comply with Health and Safety requirements.

(L ) J— . One issue that you should think about once your business expands and
your staff grow in numbers is equal opportunity. In particular, you should consider
drawing up a company policy on equal opportunity. (12) ........... .

If you need more information on legal or other matters relating to employment,

contact your local Chamber of Commerce, which will either be able to help you, or will

put you in touch with organizations who can.




