
P R E L I M I N A R Y  

SUCCESS 
WITH BEC 

THE NEW BUSINESS ENGLISH CERTIFICATES COURSE 

'W 

' _ 
l 

W O R K B O O K  

HELEN STEPHENSON 

(5) Summertown 
Publishing 

HEINLE 
CENGAGE Learning" 

Australia • Brazil • Japan • Korea • Mexico • Singapore • Spain • United Kingdom • United States 



Module I 
0.0 World of work 5 

0o2 Personal and professional 7 
details 

0o3: Reading Test: Part One 9 

Module 7 
%0 Products and services 35 

Orders and contracts 37 

Vo 3 Listening Test: Part Two and 39 
Part Three 

Module 2 Module 8 
&0 Work in progress 10 ©oO Manufacturing processes 40 

% 2 Making arrangements 12 ©o2 Problems and solutions 42 

2 o3 Writing Test 14 ©o3 Speaking Test: Part Two and 
Part Three 

44 

Module 3 Module 9 
SoO Company biography 15 &0 The future 45 

Company performance 17 Meetings 47 

§0S' " Listening Test: Part One 19 Reading Test: Part Five and 
Part Six 

49 

Module 4 Module 10 
4L0 International business 20 0®o0 Career development 50 

Business communications 22 0®o2 Organising a conference 52 

4=S Speaking Test: Part One 24 0®o3 Writing Test: Part Two 54 

Module 5 Module II 
§o0 ' Career choices 25 OOoD Health and safety 55 

§o2 Achievements and plans 27 00o2 Reporting accidents 57 

§o§ Reading Test: Part Four 29 00o3 Listening Test: Part Four 59 

Module 6 Module 12 
(SoO ' Business travel 30 02o0 The job market 60 

®o2. Travel arrangements 32 Uo% Job applications 62 

Writing Test: Part One 34 02oS Reading Test: Part Seven 64 

CONTENTS 3 


