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Introduction

Cambridge Business English Certificate 1

Successful Cambridge BEC | candidates receive two grades: one for
Reading, Writing, Listening and one for the Speaking Test.

Reading 45% Writing 22%

Listening 33%

Separate grade for the Speaking Test

Single grade (A, B, C, D or Fail)
: (I, 2 or No grade)

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 & Writing 70 minutes Reading: 6 parts
(40 questions)
Writing: 3 parts

(form filling, memo or note,
formal letter)

2 Listening 40 minutes 4 parts
(30 questions)
Approx. | 2 mins of listening
material played twice

3 Speaking |0 minutes Interview: 2 examiners
and 2 or 3 candidates



Important Cambridge BEC 1 dates

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

Cambridge BEC | 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
® PAPER 2 Listening Test
@ Speaking Test (to be confirmed) Between and

Entry date

® Entries must be confirmed by

Grades and certificates

Cambridge sends out results 6-8 weeks after the examination. Successful candidates
receive their certificates about four weeks after that.

® Results should be available by

Introductions

0 Introduce yourself to the people in your class. Find out the following information from

them.
-
-
Name ..., Name e
Company ... Company o
Position ..., Position .o

Why is he/she doing Cambridge

Name ..
Company ...
Position Position ...

Why is he/she doing Cambri dge | Why is he/she doing Cambridge

Introduction 2



@ Now find someone in your class who ...

has already taken an English examination.

knows someone who has a Cambridge BEC | certificate.
uses English regularly at work.

has been to the UK or USA on business.

has an English-speaking colleague.

reads the same newspaper/magazine as you.

has the same interests as you.

Studying for Cambridge BEC 1

” Work in pairs. Look at the diagram below and complete it with ideas for studying for

Cambridge BEC |.
% 3
N
3 g
%9 STUDYING FOR
CAMBRIDGE

s BEC 1 Qo
Y7z
§ \14'5_\

5
§

5N1N3_LSI7

3 Introduction



@ Work in pairs. How useful are the following?

useless  useful very useful

Using a bilingual dictionary

Using an English-English dictionary

Having the teacher correct all my mistakes
Doing pairwork with other students
Keeping vocabulary in a list

Writing new words on cards

Listening to a lot of cassettes

o N O U AW N —

Reading tapescripts

O

Recording myself to check pronunciation
|0 Doing a lot of grammar practice

I'l Doing a lot of examination practice

|2 Reading through class notes regularly

|3 Reading for pleasure

cooooopooooidio
gooooooocpooodo
cooooooooooco

14 Keeping a learner diary

Quiz: Pass Cambridge BEC 1

0 Where would you find the following in this book? Write the unit or page numbers.

Terms and conditions of employment

A picture of a very famous car

Information about the companies on this page

A game where you have to get to work before 9am
Advice on how to write memos

Information about the use of the present perfect

A list of irregular verbs

o NN AW N —

Information about hotels in Prague

\O

A crossword

10 A job advertisement

|l An article about drug development

12 Useful tips for each of the Cambridge BEC | tests

-

Yfotiday Snn
First €5

Great Eastern

Introduction 4
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Unit la

Job descriptions

Duties

Listening1 @) The Chamber of Commerce is an organisation for business people.
Listen to six new members. Number the business cards in the order the

people speak.

\ REGAL FROZEN PRODUC?I‘?
105-109 Valley Road, Smme“;
| Middlesex, ST12 4)
Tel: 01784 933 6525
Fax: 01784 933 6522

94 The Square
Brighton
Sussex
BN16DJ

KATY WILLIAMS

CONSULTANT
Tel: 01273 656 872

Fax: 01273 656 818

INFORMATION TECHNOLOGY
SERVICES PLC

e
\ meridgian
| financial
products
products

Thomas Kingsiey

\ Sales Executive

) Meridian HOU,Se
Cole Stree!
\ London EC4 2AF

\
‘; Tel: 0171 236 4925

/SO

4

|

Helen Marsden
Marketing Manager

—— \\
. |
Human Resoure, es
/ Manage,

)

Vacy Pack
Units 5-10
S Businesg Park
atforq
e WA6 3AG
€l 01923 465 22
g Fg{(: 071923 465 7 1(2)
majl: rs@vacupack‘ co.uk

Haye

L\

K
Lister Steetley

Becton Hoyse
Becton Coyrt
Tunbn‘dge Wells
TWI6 20D

Tel: 01892 340170
Fax: 01892 326 46)

4 M3!E R
CCOUNTANT
METRO HOUSE

- 95 THE COMMON \
ADING RG2 9LH

01734 318 222

; sm,fus

Listening2 Q Helen Marsden and Robin Seaton talk about their jobs. Before you
listen, decide what their duties are. Then listen and check your answers.



Q Listen again and complete the notes below.

e ; ‘Q‘
%iichum@ﬁﬁiu t “,,“
Helen Marsden: Job description Sk Geaton: Job descrip?
0

that produces vaccines | Reoruit® Pco?\e

1 Works for 2 company

and sells them to doctors
2
/ 2
3 %)
4 De niews e appheA
als with the health authorities i central Europe marisge!
5 oucoeo? i
& Coniact® :
0
6

Reading 0 Look at the business cards again. Who is each question for?

Job descriptions

How many sales meetings do you attend each month?
What advertising do you want to organise for this product?

|

2

3 Why do we need to update our current network? Yo”t::’g:ﬂnﬂf"

4 When do you want to discuss the balance sheet? know every w::j ::
5 Could you give me some advice on investing money? Understand the

6 Do you want me to interview the short-listed candidates? meaning of what

7 How do you plan to increase output at the factory? Conc:;‘;::‘iﬂ 5

8 What kind of after-sales service do you provide for this software? Words that o doe
9 When do you want the successful applicant to start? \\ krow|

10 Do | need to keep a record of the number of packs we produce a day? | o I

:



Speaking @ Find out about people in your group. Find someone who ...

organises things. What does he/she organise!

attends meetings. What sort of meetings does he /she attend?

deals with different nationalities. Which ones and why?

provides a service. What service?

travels a lot. Where to and why?

Talking about your job

Vocabulary 0 Match the sentence halves about Beth Lambert.

| lworkas — questions people have about their accounts.
2 I'm responsible for ~—— an accountant with RTLP

3 My job also involves produce financial reports.

4 | deal with checking companies’ gccounts.

5 As part of my job | have to Reading, not far from London.

6 | am based in giving financial advice.

RTLP

CONSULTANTS

Speaking Q Work in pairs. You are going to write an article about your partner’s job for the
Chamber of Commerce newsletter. Interview your partner about his/her job and take
notes. Start your questions with the words below.

Do you ...! Are you ...} Where .2 Who ...7
When ...7 What ...?7 Why ...? How often ...7

7/ m Job descriptions



Match the verbs with the nouns. Then look back
through the unit and check your answers.

| give a problem

2 provide a record

3 interview . aconference
4 deal with " advice

5 attend a service

6 keep a meeting

7 organise an applicant

Think of another noun to go with each verb.

I gve
provide
interview
deal with
At et s e oot
Keepl e

N O AWM

Organise e

Complete the table below.

Noun Verb
discussion discugs ...

product

sale

IMERIE e oo e
applicant

advertising s

Now complete the following sentences with the
correct form of the words from the table above.

| We're going to ten applicants

for the position of accountant.

2 Could you the room for the

meeting tomorrow?

3 Are we going to

shoes on the radio or only on television?

4  There were forty for the job

but we short-listed only five of them.

5 My company sells financial

6 We had a very interesting about

increasing output at the factory.

7  Peter works in the department.

His job involves a lot of travelling to visit clients.

Job descriptions

our new sports

Self-study

e Write about the person you interviewed for the
Chamber of Commerce newsletter. Write about
50-60 words.

Exam practice

@ Read the text below from the ‘New Members’
section in the Chamber of Commerce newslet-
ter.

® Choose the correct word from A, B or C to fill
each gap.

® For each question, mark the correct letter A, B
orC.

Meet Thomas Kingsley

Thomas Kingsley works for Meridian
Financial Products in East London. He works
). a sales executive. He (2) ..... with a
large number of small and medium-sized
businesses in the London area. He (3) .....
them on the best financial products for their

needs.

He is only in his office in the morning when
he discusses clients (4) ..... the Sales Manager.
Then he travels around London to see his
clients. He informs them (5) ..... new products
on the market. He keeps a (6) ..... of any
changes in the clients’ information so that he
can offer advice if necessary. He (7) ..... his
paperwork and arranges (8) ..... from home or
from his car between appointments.

If any members would like (9) ..... advice on
insurance or any financial product, please
phone Thomas (10) ..... 0171 236 4925. He
will be happy to help you if he can!

I Aas B like Cin

2 A discusses B provides € deals

3 A advise B advises C advised
4 A with B to C from

5 A about B on Cto

6 A notice B record C reference
7 A does B produces € deals

8 A meets B meet C meetings
9 Aan B a C some

10 A to B on C under
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Unit Ib Working conditions

’\" \‘ ' "
ﬁ) Reading @) The staff at Amberley Advertising have a comments box. Read the

! % / comments and answer the questions.

Comments about work

Why is one employee unhappy about taking calls?

What kind of supply problems does the office have?

What are the problems with pay?

What stops people from doing their job efficiently?

One person makes a suggestion as well as a comment. What is it?

U N wWwND —

. Vocabulary @ Put the words into the correct order on the line below.

sometimes
never always

/
, Iq » usually > HOW'Often?< often

rarely

occasionally frequently

4)
2 >
o
& N
4 ‘ Work in pairs. Compare your order with your partner.




Grammar @) Look at the comments on the previous page. What do you notice about
the position of the adverb in each one? Complete the information below.
Dm
o’gez/
“Adverbs of frequency: word order

® Words such as always, 3 , frequently,
, occasionally, rarely and
usually come before the verb.

® However, these words come the verb to be.

® \Words such as hourly, daily, , . and
: : come after the verb, often at the end of the sentence.

Speaking @ Work in pairs. Find something that you both do:

frequently occasionally - annually weekly

© Work in pairs. Look at the comments again. How would you deal with them?

Terms and conditions of employment

Vocabulary ) Match the following words with the correct meaning.

| shift work clothes that people wear to keep their own clothes clean
) salar>\ rules people have to follow

3 to review a period of work which starts when another one finishes

4 overalls money a person receives for work

5 regulations the person you are directly responsible to

6 overtime holiday from work

7 leave to look at something again in order to change it

8 line manager to give somebody something he/she needs

9 break extra hours a person works

|0 to provide time to have a rest and possibly something to eat or drink

Working conditions 10



Reading e Read this page of Fibretech’s conditions of employment. What type of work is it?

TERMS AND CONDITIONS OF EMPLOYMENT

These terms and conditions should be read before you sign your contract. FIBRETECH
PLASTIC

SALARY Cs

Your starting salary is ... £:14,0.00........ This is reviewed annually.

HOURSs

The normal hours of work are eight hours a day, Monday to Friday. A shift system is in operation. The shifts are:
A06:00 - 14:00 B 14:00 - 22:00 C 22:00 - 6:00.

There are three shift groups and the following system is in operation.

Week one: Group one ~ Shift A Group two  Shift B Group three  Shift C
Week two: Group one  Shift B Group two  Shift C Group three ~ Shift A
Week three:  Group one  Shift C Group two  Shift A Group three  Shift B

For your first shift, week commencing .......... L7 you will be in Group ............. S and Week
................ ........ will be in operation. On the first morning report to your line manager J‘TKMJ/W"

HEALTH AND SAFETY

Please read the safety regulations attached. If you have any questions, contact the Health and Safety Officer,
whose name is at the top of the regulations sheet. If you have any health problems, please inform the Senior
Nurse, .Jane. Thamas.. If you cannot work because of illness, please telephone the factory before your shift is due

to start.

ANNUAL LEAVE
During your first year of employment you are allowed twenty days’ leave. This should be arranged with your

line manager.

OVERTIME
If you work more than forty hours a week, you will be paid at the current overtime rate. Your line manager

will keep a record of the overtime you work. If you work on public holidays, you will be paid at the current
rates. If you prefer, time can be taken instead of extra pay for public holidays and overtime.

CLOTHING
The Supplies Department provides overalls. Inform Supplies of your size two days before you need them. You
can also order any other special equipment you need for your job from Supplies.

Choose the correct option to complete the sentences.

I This employee will start work at 3 If employees work on public holidays,
A 06.00. the company will give them
B 14.00. A only extra money.
C 22.00. B only days off.

C extra money or days off.

2 Employees consult their line manager about 4 The company provides

A health problems. A special clothing.
B their annual holidays. B no special clothing.
C asalary review. C a uniform.

Which things are the same for you and your partner?

N Working conditions



0 Write two things at work which:

® you can run out of,

@ you discuss with your line manager.

® you keep a record of.

® you find really annoying.

9 Look at the word search below. Find ten words from
the Terms and Conditions of Employment sheet
on the opposite page. You can move backwards as
well as forwards. You can move across, down and
diagonally.

ST e U

e Complete the sentences with the prepositions below.
You can use the prepositions more than once.

| You should arrange your holiday ¢ | theline

manager.

2 | need to consult my boss '@Lg 1 that.

3 If you work more than 40 hours, you will be paid

W the current overtime rate.

4 If you want, you can have time off instead

vr overtime pay.

Working conditions

Self-study

5 -We need to Keep a record U1 the hours you

_ work every month.

6 Ashiftsystemis 7/ operation.
7 ldontworklate /1. the office very often.
! i !
8 We have a lot of problems %" pay.

@ Choose three of these areas. Write about your own
conditions of employment.

Exam practice

@ Look at the Terms and Conditions of
Employment again.
@ For questions |-4, use the information in the
text to match each sentence with one of the
company departments A-G. .
@ For each question, mark the correct letter A-G.
® Do not use any letter more than once.

I Someone in this department helps people who feel
il at work. b

2 Employees who need special boots for their job go

to &

3 If employees have problems with their pay, they

should speak to someone in

)
4 If employees think something in the workplace is

dangerous, they should contact 4

Production
Medical

Catering

Human Resources
Supplies

Health and Safety
Accounts

G M mQpOw>




