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Writing component of BEC Higher exam
S {Eul M4 py 58

The Writing component will be in the separate paper as the

Reading component and the Test of Writing will take 1 hour 10 min-

utes. Candidates should spend no more than 70 minutes on Writing,

faster completion of Part One giving 45 minutes or so extra for the

other part.

BEC Higher Test of Writing requires candidates to complete two

tasks. Candidates should read the instructions carefully, answer the

Part One task and One of the three tasks from Part Two, and write

the answers on the separate answer paper provided. Write clearly in

pen, not pencil. Candidate may make alterations but make sure that

your work is easy to read.

The Writing component will always follow the pattern below.

Test of Writing
Time: 1 hour 10 minutes / Overall output approx. 370 words
30 raw score points / 25% of total

Ihé’eduétiaﬁ to the Wrmng.gompone*ﬁt of
BEC Higher Examination:

supplemented by graphic input.

Ability to present / justify an
opinion; compare and contrast
evidence or arguments; evaluate

views and present conclusions.

e.g. formal letter,

longer report etc.

Part |Main Skill | Task Type Response Number

Focus of points

1 Concise One business-related writing tasks, | One limited piece of | 10 points
Writing based on graphic input and rubric. | output 120 —140w,
Ability to present information | e.g. short letter, brief

concisely in one’s own words. report etc.

2 Extended One writing task with limited tex- | One piece of extend- | 20 points

Writing tual input (rubric) only. Maybe | edoutput 200—250w,




2 A Guide to BEC Higher Writing

An overview of the writing test

Part |Input Task
1 Rubric and graphic input Weriting a short description of a graph (120—
140 words)

Rubric, possibly supplemented by brief| Writing a letter, short report or proposal

input text, e. g. notice, advert (200—250 words)

Topic areas F @ ¥ 5

A BEC Higher candidate should already be able to write short
notes and short and concise letters as well as longer letters, reports
and written proposals, using appropriate vocabulary and grammatical
structures with almost no errors. The Writing component will assume
this and, in addition, it will test the ability to read and understand a
task quickly and then, also very quickly, plan and write a suitable
piece of prose.

The most likely topic areas involved in Writing are as shown in
the table below. The range of linguistic knowledge and degree of
skill required is extensive.

Topic areas for BEC Higher writing component

General Topic Linguistic Activity Context of Use

Work-related services |Requesting Work-related services | Workplace (office, factory, etc.)

Correspondence Composing letters, memos, etc. Office

Understanding letters, memos, etc.

Reports Composing reports Office
Instructions and Understanding and writing instruc-| Workplace (office, factory, etc.)
guidelines tions (e.g. installation, operation

and maintenance manuals)

Information given in | Expressing the same information in | Workplace (office, factory re-

graphic form words search center, etc.)
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What writing skills should a BEC Higher-level

learner has for the writing component?
EHX WP RS fF B

Work-related services in the workplace (office, factory, etc)
IHGHAAFLS Gk A

Dealing with all routine requests for goods or services and ask-
ing for goods or services. Being able to use a suitable tone for each
letter or memo to be written (e.g. tact and delicacy in writing to a
person of another rank).

Correspondence in the workplace (office, factory, etc)
IHhGHAAFRLEGORARFS

Being able to write most letters, (s) he is likely to be asked to
write such as letters of inquiry, request, application, complaint, apol-
ogy and letters, memos and simple reports. Giving advice and asking
for and giving information. A few errors of English usage will be ac-
ceptable as long as the full text of the message can be easily under-
stood.

Reports in the workplace (office, factory, etc)
IhBRARFELS GHR L

Understanding and being able to write reports. When writing re-
ports, being able to write a report that communicates clearly the de-
sired message. A few errors of English—usage will be acceptable as
long as these do not impede understanding of the text.

Instructions and guidelines for the workplace (office, factory,
ef) THBAAFLEGHRTINF L

Being able to write clear instructions such as those needed for
installation, operation and maintenance manuals. Being able to draft
a set of instructions, regulations, etc. Some errors acceptable if the is-
sue is complex or sensitive.
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Translating graphic and non-verbal information into prose in
the workplace (office, factory, college, university, research
center, etc) 4o B k& Ao 4k 4 & 15 A # & & T £ 95 AT @ 18 X

Being able to understand information presented in graphic form
and to rewrite the information in clear written prose.

Text types and writing tasks X i X BRI S{EHF S

Text types found throughout the whole BEC Higher examination
are, in general terms, as set out below. Types marked with an aster-
isk* are those which may, perhaps, be involved in the Writing com-

ponent.

Letters of most types*
Memos, notes and messages*
Notices, timetables

Forms

Adverts

Office diaries

Instructions and rules*

Directories

Articles from the press-business
and general

News reports from the press

Guides, brochures and cata-
logues
Public information and an-

nouncements

Descriptions of people,* events,

Policy statements and propos-
als*

Business plan*

Company reports (extracts)

Records of meetings

Books on topics such as man-
agement

Diagrams, charts and tables*

systems, products, etc.

The writing tasks that candidates will be asked to do will always
be those described in the chart on page. Candidates with experience
of business in an international context may draw upon this, of course,
but candidates without it will not be disadvantaged. Similarly, spe-
cialized business knowledge beyond the text types with an asterisk*
above will not be needed for the Writing component. Arithmetical
skills are not required and there is no need for familiarity with British
culture or way of life. E.g. using a cheque card, having the milk de-
livered, British places and names etc.

The two Writing tasks will be genuine tasks, which occur often
in business. In this examination, they must be done very quickly, a
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frequent situation in the authentic, dynamic, fast-moving world of to-
day. It is this aspect, of reading, thinking, planning and writing at great
speed, which makes BEC Higher Writing difficult and demanding and
candidates need to have much practice in time-management in order

to do well.

Grammar and vocabulary & i #e 48] iC

As far as Grammar and Vocabulary is concerned, candidates at

this level should be familiar with most structures. In terms of vocab-
ulary, BEC vocabulary, the book. published by Posts and Telecom
Press should be learned and used, when appropriate, for the Writing
tasks. Work out how many weeks you have before the BEC Higher
examination, divide the number of pages of the Wordlist by this
number of weeks and learn a new division-unit every week. This will
seem daunting at first, but you may be pleasantly surprised; it is very
likely that you know most of the words already! Experience with
previous groups of BEC Higher candidates has confirmed this.

The writing tasks 5 # 4% %

The following units will concentrate on special strategies for
tackling the BEC Higher Writing component, and will consider dis-
cretely the three linguistic tasks normally involved. The Writing com-
ponent is always in two parts as described in the panel below.

wnﬁng task, firi*whi’ch the candidate produces a brief (120~140 words)
v:des a reaiistic situation in which it is necessary to analyze some graphic
thﬁmfntmatmn it ‘c’dn'veys in words, as letter or report. Graphs, bar charts
s of the type frequently used in the business pages of newspapers, company re-
chures may provide a starting point.

gmphlcmimtis také:} from an authentic source, but may be modified in the same
xtmay be ‘edited. The rubric acts to amplify and clarify the situation, as well as
hatthe task involves. It is approximately 50~60 words long.
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Cdﬁdidétes choose from three options: a report, proposal or a piece of business corre-
ondénce The task is supplied by the rubric, which provides an authentic reason for writing,
d : 'd:lcates for whom the piece of writing is being produced.

For Athls task the candidate has to produce an extended piece of writing, presented either
er 4as a report. The input is therefore more detailed and specific than that of the tra-
qusesnon task type. It is up to 120 words in length for each option.

task is not prompted by graphic input, but graphics may be used if they contribute

The three linguistic tasks involved are thus: In Part 1, always
translating information shown graphically into written form is re-
quired. In Part 2, either a letter or a report, or a proposal, is required.

Writing test assessment sheet S VE AP i

An impression mark is awarded to each piece of writing. The
General Impression Mark Scheme is used in conjunction with a
Task-specific Mark Scheme, which focuses on criteria specific to
each particular task. This summarizes the content, organization, regis-
ter, format and target reader indicated in the task.

Acceptable performance at BEC Higher level is represented by a
Band 3.

The band scores awarded are translated to a mark out of 10 for
Part 1 and a mark out of 20 for Part 2. A total of 30 marks is avail-
able for Writing.

The Mark Scheme is interpreted at Cambridge / ALTE level 4.

General impression mark scheme 5 4 i &, 7 4~ 4% & %] 2

Band 5 : Full realization of the task set.
# All content points included.
# Controlled, natural use of language; minimal errors.
# Wide range of structure and vocabulary.
# Effectively organ’ized, with appropriate use of cohesive de-

vices.
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Register and format consistently appropriate.

Very positive effect on the reader.

Band 4 : Good realization of the task set.

#
#

#
#
#

All major content points included; possibly minor omissions.
Natural use of language; errors only when complex language
is attempted.

Good range of structure and vocabulary.

Generally well organized, with attention paid to cohesion.

Register and format on the whole appropriate.

Positive effect on the reader.

Band 3 : Reasonable achievement of the task set.

#
#

H*

All major content points included; some minor omissions.
Reasonable control, although a more ambitious attempt at
the task may lead to a number of non-impeding errors.
Adequate range of structure and vocabulary.

Organization and cohesion is satisfactory.

Register and format reasonable, although not entirely suc-
cessful.

Satisfactory effect on the reader.

Band 2 : Inadequate attempt at the task set.

#

#

#
#

Some major content points omitted or inadequately dealt
with; possibly some irrelevance.

Errors sometimes obscure communication and are likely to
be numerous.

Limited range of structure and vocabulary; language is too el-
ementary for this level.

Content is not clearly organized.

Unsuccessful attempt at appropriate register and format.

Negative effect on the reader.

Band 1 : Poor attempt at the task set.

#

Notable content omissions and /or considerable irrelevance.

# Serious lack of control; frequent basic errors.

Introduction to the Writing Component of BEC Higher Examination
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# Narrow range of structure and vocabulary.

# Lack of organization.

# Little attempt at appropriate register and format.
Very negative effect on the reader.

Band 0 : Achieves nothing. Either fewer than 25% of the required

number of words or totally illegible or totally irrelevant.

- Exam tips S {F N % 15

Instructions to candidates # 4 4 4e

All candidates need to read the instructions below very carefully.

Do not open the test paper until you are told to do so.

Write your name and center number in the spaces at the top of the
cover page of the Paper of Writing Test and on each sheet of answer
paper used.

The Test of Writing requires you to complete two tasks.

Answer the Part 1 task and one task from Part 2.

Write your answers on the separate answer paper provided.

Write clearly in pen, not pencil. You may make alterations but make
sure that your work is easy to read.

If you use more than one sheet of paper, fasten the sheets together.

At the end of the examination hand in both the question paper and
your answer paper.

Information for candidates.

Part 2 carries twice as many marks as Part 1.

Some golden rules #% ¥ & 2|

Throughout this book, from now on, you will be constantly

reminded of the importance of remembering four GOLDEN RULES.

Do, always, read the rubric, the words of the question itself, very care-
fully. Usually, the rubric not only tells you what to do and how to do
it, but also gives you the plan of your answer, step by step.
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® Do keep the number of words to the number asked for, give or take a
few words. Being able to write concisely is one of the things you are
being tested at.

® Don’t do anything you are not asked to do and, in Part 1, keep only to
the facts as shown on the diagram.

® Don’t spend too long on the planning of your answer, though you
must make a clear plan, on paper preferably. The rubric will usually

have an outline plan in its structure and wording.

Some general strategies & & = %

Before we move on to examine strategies for each of the two
written tasks, we can benefit by looking at some general strategies as

recommended by Cambridge University Local Examinations Syndi-
cate and the author of this Training Course.

® Read through both tasks before attempting to write them. This will
give you time to arrange your thoughts.

® Write a very brief plan for yourself before you start writing in full. ’
Take only a few minutes over this. (It can be useful to write brief plans
for both parts of the writing before you start to attempt a task, but if
you feel happier completing one task before starting the other, do this.)
Through practice, find out which approach works best for you.

® Write in pen. This enables you to edit your work more carefully.

® Read the instructions carefully. Make sure that you write exactly what
the question requires. :

® Remember that, though you must be careful, you must also work

quickly. You have only 70 minutes for the Writing component.

Exam tips 5 4 & K #& >5

BRI Bk sy, FREY 70 S3phE A . S —a KIEERE
B 25 53p5h, 5B EKETE 45 b A DIFEHUE B[R] A 5E R
BBES . BEERBFREENE, HF7E 25 282 AERER
RS RS
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Time management £ #£ 4 &t iq

As Part One is worth 10 points and Part Two is worth 20 points,
it is sensible to allocate approximately 25 minutes for Part One and
45 minutes for Part Two. Candidates will need to think, plan and
write very quickly.
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““#BEC.Higher Writing Part One: = >
Describing Graphs -

Introduction to describing graphs it B % & 1t
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