S B i 55 U 15
(BEC) %Akl M 15

I i 15

Camb_@e BEC Training Series




SN S EEIE ¥ (BEC) SIS MH

RESRE

e  PIKFENEE¥E

A & &, R UK 22 S B A B

R A AR A2 5 B

® T HEHERPL

ek  BHREXE

s A SMICER

UL A EEARARRFREFREIHL
2 M HEBEAFL

M %

-4  KLWMERZE
ARl% BTN



T

Pk

N

HiaKs
¥ IR

NEKkE

X 2 HEE, FUIKESEFEBAEI
R HAETRIIR, LEAALIEREEFERE
R, IHEEAFEFRECWERLHEFR, I
B LR LBALINEFERBR, KESIFALS
%R £ UCLES {F#hy BEC #EAEHEUK,
FALEFREZE, ZERUERRABFNF
HHEEERMMA S, EESHIASE, +%
¥, SIBFAEAMIFRF Y SV P UAES
R AF LR S ERE AR S F
TR TR BB RN R AR R
HIRAL IR B 9 B, RESFHETR L 20 A
H, ERBINEBERKELRBITE L 10 50; ZXEE
S NN ) NN e
B, TEFTNBEI TR S, BT
PHT E IR, IFS R KT,

BN KFINIFAE BT LB T
FHB A, AT FUIA LI ELEAE S, 1995F |
B FF4GfE BECI, BEC2 F BEC3 [Tl BHITRA 108
B FEITHKRE. WEFESRRELRFEL [
L IR S R Y. BFEE5RE B
WBHF (LTINS HAIEH B NG).
(BN 1RV,




et

BLRE

AsieE
Wk
% IR
MNEFE

B U REE SRR
XA, BTl B
",

TBEAE P LA, B F ol A5
HEBEAT ., 25 [F 2 5F iy # 2 5 ik 5 F i —
2B 2R (BECI,BEC2) 1i¥5E,




o>

1]

=~ =

A

ot

7% %IBIEH (Business English Certificate, 455 % BEC) %1,
RUBBHRP LS REAFALERERL A, DENRE
WEFK, S2FERMNTEMRT. BALSET8LNEEE
JIK B, S0 % REBIEH 4 =% :BEC1 .BEC2,BEC3, %
HET R E SR EEKEEEE RS, B 1993 FHEFEE
A 2B 12 TEHESMTHR, FEBEBL¥ET LR, L
RETASWIEEN U B BN, DHRBNIERELS |,
¥R BRI, SRS EBERC LB REE
AR BB A I B AU A BB ST IE B

BEC £ —F RS RUERE R, AFKELRZRS
M ERRELIAREERD, BENBIEHAEE,
HEFREER, REWRELESREE FTRENRD., #&
PR, MEERTOMET LR AHEXR REXRRE
# REAR B, A RREENEIBERR, RE
MZERRE L R A MM TR %, MOFAFEERE
REMXHABA M, RIET @ ZRARRE, RERM
I EAMUEE I B0, T HE ZREEEORP JEE,
WERK I, 4% BREEHEIEMESR, SRBH




HHASERRAHEARE TREAR. [ 1

HIIE—RR, B LS DT RINART S
H5EXEZMEN (IHEZXIHFREELXZRAHENL,BES
5 BEC HiXMZ R XA BEC UM MBXLR) KT T (OIFHF
FIEIES (BEC) BRASMAE). XA R BEC £RM%H4
=%, SRS B IS G R R 5
AR, RS —E R RN ABRE L ST SR BNIEE
KBECHERESS LB T 7Bk, HEREEEABEE
—BEIRT, 5il TRARTERATHNE, hEEN A
R,

KEABEERANCE —TREALOSE, BihieiE
HRARSEE, BB, RRE BT R TS L RN
FHALL L1 E M BEC #M , BEILERZE,

REFEABR—KEFH2R, RAHFER B2, BRI
HEEAL  BEC ¥ THE . BECHERTAEREERER,
ERXENBRBRE . TH, WRES &M EEKERRRIT—
k.

(BEC # & #F A )%
RE KT
2000 %7 AFRF



p ——

1] 1|
T

T

T
T
e S

L
L

Im
el

Part One Listening % —#¢ 4 " 7 | r
Ay

Unit One: Personal Identification 1~ A {5 8./ 2 *l:' -}_‘ -
Unit Two: Business Environment and Routine #h3 b % /11 i h
Unit Three: Relationships with Colleagues and Clients MNEREF19 "_,"'
Unit Four: Travel % % 2 /29 RLLLLL
Unit Five: Human Resource Development A ) ¥ I F 4 /39 : I
Unit Six; Buying and Selling % 37 5 /46 '
Unit Seven: Company Processes 2> 7]i& ff /54 ‘
Unit Eight: Products and Services = i 5 AR % /61 i f_
Unit Nine: Results and Achievements %3 7] k. £ /70 s
Unit Ten: Business Management 78 % T 3 /76 | ;
Appendix One: Key and Explanations B 1 ERRER/M %
Appendix Two: Sample Listening Test Paper Bt 2.0 T EERE /166 ]

- . > A 1
Part Two Speaking —&ph % 15, ‘ ‘

Unit One: Personal Identification 1~ A {5 £ /182

Unit Two: Business Environment and Routine #p %2k % /190

Unit Three : Relationships with Colleagues and Clients AFR3 /197 |
Unit Four: Travel 7 % % it /203

Unit Five: Human Resource Development A ) 9% 88 JF %/210
Unit Six: Buying and Selling 3 332 5 /217

Unit Seven: Company Processes 2 7] iz /224

Unit Eight; Products and Services 7= f B % /231 |
Unit Nine: Results and Achievements 7% A b 4 /238 [
Unit Ten: Business Management 5 245

Author s Wornd




Part One

Listening
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Unit One Personal Identification

MRS
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Greeting and re- | Formal ways at first meeting :

sponding to greet- [ — How do you do?

ings - How do you do?

— Glad/Pleased/Nice/Good to meet you.

- Glad/Pleased/Nice/Good 10 meet you, too.

Informal ways at first meeting

- Hello! /Hi!

~ Hello! /Hi!

Ways of greeting between acquaintances :

- Hello! /Hi!

- Hello! /Hi!

— Morning. / Afterncon. / Good moming. / Good afternoen.
— Moming.' / Afternoon. / Good moming. / Good aftemoon.
- How are you? /How is everything going?

— Fine/Not so bad/Just fine/Very well. Thank you. And you?
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| Introducing  one-

! self

i
|
|

May I introduce myself? My name is -
1'd like to introduce myself. I'm -+
Good mormning, my name is *-

Hello! My name is-*-/1"m---

Let me introduce myself. I'm---

My name is ***1"m here to see*-

I"m---1"ve arranged 10 see ***

I Introducing  other

people

- —

Allow me to introduce my colleague---

May I introduce (you to) our manager---
Mr. Smith, 1'd like you to meet-+

Jane, this is Peter.

Mr.Green, have you met my friend Mr---7?
Hank, do you know my friend Ronnie?

James, I don’t think you've met my friend Lisa.

al details

Asking for person-

Are you -7

What's your name, please?

May I have/know your name, please?
How do you spell that/your name?
Where are you from?

Where do you come from?

| What’s your nationality?

What do you do? /What’s your job/occupation?

Describing people

What does he/she look like?

How can I recognize Mr. Brown when 1 meet him at the airport?

He is a middle-aged man / in his late fifties / in his early twenties, quite tall/
very big/ small / short/slim/ will-built, wearing glasses / with shoulder length
straight hair-+ .

Describing ~ Re- | He’s in charge of /takes care of:+*
sponsibilities I'm responsible for-+
I’ m the sales manager and it’s up to me to - '
He is a *** and he deals with -+ .
She reports to /is accountable to-*
I was transferred to -
l_ I was promoted to ***

k3t ARG NC
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Vocabulary File

1. Describing people

long
__ large
blond flat
Greek nose
__ hawknose

2. responsibilities

___ marketing promotions | design

introduce products

bargain about price

offer discount

deal with relationships between
management and work force
recruit new staff
interview applicants

promote staff __ | _ budget
train staff __ accounting
fire __
retire __

f an accountan

Describing people

| _ market research

E deal with financial matters

/_freckled
red cheeks
/_narrow mouth
#_thin lips

make decision/plan

demonstrate products | _ product research handle difficult situations
complimentary present | experiment deal with problems and
persuade customers |__ technology complaints
__launch campaign | packaging sign contracts
advertisement | __focused customer”” attend conferences

negotiation

/ _ organization

make/ receive telephone cails

__make / take notes, minutes, messages
__deal with files, correspondence

write memos, reports

work at computer word process
__ receive puests, visitors

__ arrange meetings

make appointments

Ef a sm@



New Words and Expressions

MD( Managing Director B4 %5 ) S8
financial manager If % 22 F2

accounting n. &1+ TFE, iEE K H
medium-sized adj. # B[]

subsidiary n. ¥4} ]

consist of H -+ H A

+ operating division i& fEFE[]

component n, FH4F
specific adj. F¥E K
re-schedule v. B % ff

- SUmMame n. tj:

»

be familiar with Xf-.+---$h %K

. go ahead HF

current account 17 #H fk

password n. TET%

graphics n. i & ; H Bl 2

finalized v. B J5 & F 3k

registration number I/} 5

initial 1. n. HFH 2. adi. HEM, FHEH
comply with B 5F

involve v. 145 , &, ;R

competitive adj. Ay

- strip down 1&---#FF 3%

- VDU screen ( Visual Display Units 1485 ) #1 fi

deliver v. %1%

unload v, HI %

bottom n. & -+ T /JE
delivery n. %1%
destination n. B A

- stock control FEFF IS &

discount n. {0
pensioner n. FEFFE LT IHMA

transaction n. 325

BRRR

- cash card &£

cash machine B{ KL
letter of application # &4

be responsible for Xt~ A, THF
transfer v. #@{F

promote v. & F

shareholder n. A%

autonomous adj HiF 07,8 BIEBH
software n. ¥{¥

. maintenance n. 4 &

purchase v. #3%E

. make a note of #2-+--++if T 3k

experienced adj. 20/

contract ’E‘. lﬁl

. deposit account 5E Hf #k o
. security procedure & £ B ¥

solicitor n., fRUf

signature n. %8
presume v. {B5E, %

. sign ot B 4

ensure v. {RiF

. safety regulation %2 H1 1|

catalogue n. 54 H F
innovative adj. 13 #)

. spare part T

invoice n. X8
van n. /PEE
sheet n. 4L7K ; — K4

- door-to-door service [ ]R &

worldwide adj. R

. check-out LR &

concession n, ik, ¥ iF

. matinee n. HH#E B

electronic adj. H1FH)

withdrawal n. BU&%
double check W HEIA ; E & &%t

curriculum vitae /&5

=
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SHHHEH
ithi 6
r': ' :'p on offer 2 {t supervise v. FH
:'_ ”:* special offer 5 Hi rival n, EH M F
ﬁ trainee n. %54, W4 trial period i F ’
}t: diploma n. iE4 commerce n. ik, B %
{:- :r retail n, T downtum n. THEHH
phithhih agree on [6] & * move up #&F, FFH
HIHH  store display sk 05 B  proprietor n. JA Ak
}}: HHHH trade fair &85 2 part-timer & T
j-‘-— :: take over UL chain n. BESIE
{h H working conditions T {E &4 recruit v. §8H]
‘Lt [ independence n. 17 terms and conditions {4 ; &3
1hH . on four weeks' notice ( EFHRH{ A9 ) P B HA X8
H#
F | | salary scale T_ 9t ity 3 < 48 BE vacancy n. % fi , 55 B
1 g approx . (appmximation HEASIFS I - senior adj. BN
# accountant n. % i qualification n. ¥¥4%, %1
§ applicant n. HiF A established adj. BV M ;7 BEM
it accountancy n. €11 T1E min. (minimum M45 5 ) adj. B/PI), B OH)
g . shorthand n. EE salary range L% 88 3
% multi-national adj. B&§E &) motivate v. {€ 3], 8 4
E Proper Names
8 Clark (%) Brown (%)
Stern (#%) Brown Industries of Pusan (48 4)
California (ZEEMN B )MAERE E Chicago (ER T &) ¥ mHf
New York (BT & )AL Boston (3 [ % i7 4 ) ¥ +- ¥l
IBristol (MM &) i BHFE/R Tokyo (H & & #8) R
IBC (2 ¥d4&) Dorothy (& F4)
Brian (5 F &) Knight (i)
Mark (BT &) Timsen ()
Tarry (B F4&) - Spencer ()
Victoria (£ F &) Holland & Rover (2} Al %&)
Riverside Site (/2 7]4) Kelvin (%)
Jones () Cast (B%)
Tesco (E X EB B Z—) Sima (3145)
Richards () Thai % H
RSA (Royal Society of Arts IR E ) (EEH)BXK
Korean B & i) ¥ RS




Examples and Exercises

Exercise 1

You will hear four speakers. Listen and identify each one with the jobs on the right column.
Names Jobs

Mr Clark - Managing Director

Mr Brown Financial Manager

Mr Stemn . -visitor

Exercise 2

You will hear three speakers talking about their jobs. Listen and fill in the information with what

you hear. You will hear the tape twice.

: . e
! Name ' Year | Place of work Job
i 1985 Chicagg {l)""""""
Speaker 1 1990 (2)rerereerens
e N
(3)......{...... BOS{{)TI
1990 Bristol (4)eremeenn e
Speaker 2 1993 (5)eeneeeeenns
1996 () reroreonrens

Exercise 3

You will hear a man talking about how his company is organized. Listen and decide if the follow-
ing statements are true (T) or false (F).

1. Brown Industry is the parent company of the IBC. )
. IBC has a Managing Director. ( )
. IBC consists of three parts, that is Industry System, Technology and IBC Services. ( )
. IBC Services sell different types of computers . ( )
. There are six potential target markets for IBC. ( )

n b W o

Model Test of Listening

Part One
Questions 1 - 12

You will hear three telephone conversations, Write one or two words or a number in the numbered
spaces on the forms below. You will hear each conversation twice.

Conversation 1 ( Questions 1 - 4)

Look at the form below. You will hear a man changing the arrangements for a meeting.
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Phone Message
Date: 12/8/99

Name of Caller;: Weimin Tan from Biopaints (1) »-sreerreees
Message: Can’t attend meeting tomorrow aftemoon .

Sending Mark (2) «+rerreeveesneeerenens instead.

He' s their new {(3) srrrerresmraiinn Manager.

Going to talk about (4) «rerer e

Conversation 2 ( Questions 5 — 8)

Look at the form helow. You will hear a woman telephoning a bank to transfer some money.

Customer Request Form
Date: 14 Sept 1999

Customer
Surname : Ms Spencer Initials (5)eeevrrerrninararian.

Cum“‘ Acecount Numbe].: (6) TR L T

Security
Date of Birth: 17 August, 1979
Password: (7 ) rereerreeernsessrnoninneninnns

Request

Request transfer of (8) $ -------+------- from deposit account to current account.

Call taken by: Tarry

Conversation 3 ( Question 9 — 12)
Look at the form below. You will hear a weman arranging a meeting.

Computer Graphics Ltd
Message :

Caller’s name:Mrs. (9) «wreeerevee
Requests meeting re: Riverside site (10) +-+-e-:
Should take 30 minutes.

Also requires additional (11) -weseeeeeereenss
Must finalise by end of week.
Contact ne number; (12) <-s-reeeceeeeee
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Part Two
Questions 13 -~ 22
Section 1 ( Questions 13 - 17)
In this part, you will hear five short pieces. For each piece, decide who is talking from the list in

the hox. Write one letter A -~ H next to the number of the piece. You will hear the five pieces twice.

[ The speaker is

A a sales representative
13, - B a delivery man
14. - C an engineer
15. . D a computer operator
16 ......... P E an accountant
1'? L tEretsaessasasasasans F a bLIS driver

G a receptionist

H a car mechanic

Section 2 ( Questions 18 - 22)

You will hear five people talking about their jobs. For each person, choose which type of job they
do from the list in the box. Write one letter A — H next to the number of the person. You will hear the
five speakers twice.

Jobs
A marketing manager
18 . Speaker 1 B electronics engineer
19. Speaker 2 C  supermarket employee
20 . Speaker 3 D  theatre manager
21.Speaker 4 E travel agem
22 . Speaker § F  bank executive
G delivery service manager
H  airport manager
Part Three

Questions 23 - 30
You will hear a job applicant talking to the Personnel Manager of a chain of stores. Choose the correct
phrase to complete each sentence.
23. The job vacaney is for
A an Assistant Manager.
B a Shop Assistant.
C  a Store Manager.
24. Mr Cast got his business qualification at
A university.
B night school.

» € a training centre.
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25. Mr Cast disagreed with the Manager about
A product promotion.

B customer relations .

LU C pricing policy.
il 26. At Town and Country Stores, he deals with
: — A suppliers.
.‘.—.hf.-.l: .B secretaries .
THHHY C  sales staff,
YU 27. Mr Cast is attracted to the vacancy because it offers better
:':-l:-:-}: A career prospects.
w“ B wages and bonuses.
TRRHnn +C  working conditions.
28. The American shops are currently run by

% A American managers in America.

& t B British managers in America.

g d -C  British managers in Britain.

B 29. The new job deals with

% A sales pattems.

* B suppliers.

% ¥  customers service.

30. Mr Cast could start the new job in
J
. A two weeks.
. ]
B four weeks.
Csr  six weeks.




