LISTENING

LISTENING TO CLIENTS AND COLLEAGUES

A2

You can understand what foreign colleagues or visitors say to you in conversation when they

speak slowly and directly to you on very common everyday topics.
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B1

You can understand the main point of what a foreign colleague or business contact says to
you when talking about typical conversation topics if they speak directly to you in a clear voice,
and if you can check some words or phrases.
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B2

You can understand what people say to you in general conversation even in a noisy
environment such as a busy restaurant.
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You can understand what good speakers of English say to each other when discussing most
general topics of conversation or topics related to your area of expertise, even in a noisy
environment.
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C1

You can understand in detail what foreign colleagues or clients say to you in conversation,
even if they are talking about more abstract or cultural topics or work topics beyond your area
of expertise.
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You can understand what speakers imply as well as what they say directly and you can pick

up on humor and irony.
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Cc2

You can understand almost anything a native or proficient speaker says, even on complex,
specialist or abstract topics, though you may need some time to adjust if the speaker has a
strong or unfamiliar accent or if he/she uses phrases or words from his/her regional dialect.
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LISTENING TO PRESENTATIONS AND SEMINARS

A2 ® You can understand the main meaning of a presentation on a topic related to your field, if the
speaker speaks slowly and the presentation is supported by helpful visuals, eg clear
PowerPoint slides.
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B1 e When listening to a presentation or talk in your field of expertise, you can understand
explanations connected to a familiar product or service if the talk is clearly structured.
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®  You can follow the main points of a straightforward short presentation on a topic related to
your broader field of expertise or experience if the talk is delivered in a clear voice and a
standard accent.
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B2 ®  You can understand key details in a presentation concerning a product or service related to
your field.
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® You can understand the key points of a talk, report or professional presentation related to your
field, even when the speaker uses complex ideas or technical language.
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C1 ® You can easily follow a complex talk, report or professional presentation in your field, and
when listening you can catch the speaker's intended humour or irony and pick up on his/her
attitude even if he/she does not say it specifically.
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C2 *  You can follow a talk on a specialized topic outside your area of expertise even if the speaker

uses a lot of colloquial language, unfamiliar terminology or regional words or expressions.
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READING

READING CORRESPONDENCE

A2 ® You can understand the kind of straightforward emails you receive each day which are directly

related to your regular work responsibilities, eg orders or simple enquiries.
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®  You can understand short clear emails from work contacts which have a social purpose, such

as saying hello and asking how you are, thanking you for help you have given, or inviting you

to join them.
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B1 ® You can understand a standard job-related email well enough to take action based on what

you have read, eg an email making an order, complaint, appointment, or an email from a hotel
regarding a booking.
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® You can understand the general meaning of emails about special or unexpected situations
related to your work area.
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B2 ®  You can quickly read emails or letters relating to situations in your professional field, no matter

how long they are, and understand the key messages.
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®  You can understand the meaning of emails or letters relating to special or unexpected
situations in your work area, even if the writer uses some unfamiliar terms at times.
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C1 ® You can understand the meaning and tone of virtually any correspondence, even lengthy

emails, letters or memos expressed in difficult or less familiar language.
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C2 * [f you have the necessary background knowledge, you can understand very complex

correspondence of a specialist or technical nature, eg emails, letters or memos dealing with

contract disputes or other detailed legal points.
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READING QUICKLY TO GET AN OVERALL UNDERSTANDING
OR FIND SPECIFIC INFORMATION

A2 ® You can find familiar information in the kinds of short texts you read frequently in your job,
such as advertisements, menus, timetables, reference lists and prospectuses.
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B1 ®  You can read quickly over longer texts, such as reports or articles and find the information you
need for a specific task, eg the preparation of a report or presentation.
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®  You can find useful or necessary information in materials you regularly read in your job, such

as web pages, manuals, brochures and professional journals.
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B2 ®  You can read quickly through longer and more difficult materials related to your field, including

things such as long complex reports, publicly available information from companies or
governments, or detailed product or service information, and find the information you need to
prepare a report or presentation.
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C1 ®  You can read quickly through longer and more difficult materials outside your area of
expertise, including things such as long complex reports, publicly available information from
companies or governments, or detailed product or service information, and find the information
you need to prepare a report or presentation.
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CAN DOs SPEAKING

CONVERSATION WITH CLIENTS OR COLLEAGUES

A2 * You can manage a short chat with a helpful foreign colleague or visitor about simple topics
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®  You can do very common things such as say hello/goodbye, ask someone if they want

something to eat/drink, or invite someone to do something with you
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B1 ® You can start up and continue a short chat about typical conversation topics or things related

to your job with a foreign colleague or visitor
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® You can keep the conversation going by asking about things such as their flight, hotel or
experiences in your country (eg 'Have you been to 101? How was it? Will you have time to visit
other cities while you are here?')
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B2 ® You can make good relationships with foreigners and chat with them comfortably on most

general topics, even in situations like dinners where there is a lot of noise and several people
speaking at the same time.
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C1 ® You can chat comfortably on a wide range of topics, use language to entertain others and

avoid giving offense if the topic is sensitive, especially if you are dealing with people from quite
different cultures.
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C2 ® You can chat comfortably with very proficient speakers of English on almost any topic
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® You can use a good range of colloquial or idiomatic language naturally, even when

entertaining with a complex and detailed story
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PRESENTATIONS

A2 ® You can give a short presentation to your colleagues or manager about something related to

your job if you have some time to prepare and practice
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B1 ®  You can make people understand the main points when you give presentations such as
introducing a product or your company, or reporting on an issue in your department
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®  You can answer straightforward questions, although you might need to check some words or
ask the person to repeat the question if they spoke quickly or have an unfamiliar accent
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B2 ® You can prepare and give a presentation about a topic related to your job highlighting key
details and persuading others what is important or needs to be done
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® You can answer expected questions comfortably and without difficulty
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C1 ® You can give clear, detailed and persuasive presentations in very important situations such as
ain a bid for a large contract
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e [f people interrupt you in your presentation, you can deal well with it and you can answer

questions you were not expecting
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C2 ® You can give a presentation on a difficult or technical subject and make the content clear even

for audiences that have no background in the area
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e Even if the topic is very complicated you can explain it so that the audience understands the

finer details
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®  You can deal well with unfriendly or aggressive questions, or questions asked by someone

with a strong accent
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SURVIVAL SITUATIONS

A2

You can answer simple questions you expect to be asked when travelling such as
'Where are you staying?' when going through immigration, or 'Would you like a
window or aisle seat?' when taking a flight
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You can make simple transactions in stores, asking for the price and paying for
items, and you can do things such as enter a hotel to ask if they have rooms
available and at what rates
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B1

You can deal with most of the regular situations you face on a business trip, such as checking
in at a hotel or airport, getting a table in a restaurant, asking about items on a menu or order a
meal
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You can deal with simple problems, eg complain about a problem with a hotel room or deal

with being incorrectly charged
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B2

You can deal with most situations or problems that arise on a business trip, such as those that
may happen in a restaurant, taxi, or airport
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You can negotiate a better deal for a product or service, or negotiate satisfactory solutions to
problems, eg an overbooked flight or hotel
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You can ask questions to find out more detailed information about a local service or something
you are interested in buying, eg detailed information about a local tour or locally produced
goods
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C1

You can deal effectively with most things that happen on a business trip including difficulties
with police or other local officials
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You can deal well with more complex transactions such as purchasing and transporting goods
that require special procedures or official permits (eg processing a family pet through
quarantine)
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C2

You can with more difficult or complex official or legal procedures such as applying
for tax exemptions or dealing with the theft of a hired car
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You can help a colleague who has a serious problem with local officials, eg having
been stopped with the wrong travel documents or having been taken into custody by
the police
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WRITING

WRITING CORRESPONDENCE

A2 ®  You can write short simple emails for the things you do most frequently in your job, often by

copying key words or phrases from similar emails written by your colleagues.
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B1 ® You can write emails to do the regular things necessary in your job, eg arranging

appointments or meetings, dealing with orders, responding to standard requests or enquires,
or providing status updates for managers.
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B2 ®  You can write most types of email necessary for expected and unexpected situations

connected to your daily work responsibilities, including detailed emails giving advice, making
suggestions, making or responding to complaints, etc.
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® You can use an appropriate level of formality or directness when writing to colleagues or

clients.
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C1 ® You can write most emails or letters you need to write in your job and you can create a

professional impression on the reader even when dealing with situations beyond your job
function.
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® You can control the level of formality very well, use language effectively when writing about
complex situations, and be tactful when necessary, eg dealing with clients or colleagues with a
serious complaint
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C2 ®  You can write any kind of email necessary for all aspects of your work, even those connected

with complex professional services, eg, legal or financial.
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®  You can use language skillfully to create the right impression on the reader even in sensitive

situations
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WRITING REPORTS, PROPOSALS, MEMOS, ETC

A2 ® You can write very short simple reports for your supervisor if they follow a standard company
format and consist of a series of short simple bullet points, eg a site visit or daily report
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B1 ® You can write short regular reports or reports following a standard company format that
explain facts, eg outline a situation in your department and give reasons for it, or make a
straightforward recommendation.

. fﬁ\‘ﬁ:ﬁiﬁﬁﬁﬁﬁ’éﬂ%&f, F‘E'Jﬂjﬂ?“rﬁ?“ F‘L:’H’.'—ﬂﬁ‘éﬁ”l‘%ﬁ@ﬁéf L s R I T AR B
E[I s F&}Tﬂfwﬁ :E%TFf{F[fJii% o

B2 ®  You can write short or medium-length reports or proposals for regular or special purposes.
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®  You can write a report that effectively combines information from several sources.
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® Inyour reports, you can highlight your key points and support them with reasons or
explanation, make a case for or against some kind of action, or analyze the advantages or
disadvantages of an idea or point of view.
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C1 ® You can write medium-length or longer reports which may be complex but are still
reader-friendly because they are logically organized and because the language is clear even
when writing detailed recommendations, analyzing the effectiveness of new or existing
procedures, etc.
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® You can be very precise and make it clear how certain or likely something is to happen, or the

exact degree something is impacting on performance or the company.
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C2 ® You can write reports or proposals of any length and when writing complex reports you can

make them easy for the reader to follow because they have an effective logical structure that

helps clarify the relative importance of points.
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® You can use language, even in complex reports, to be persuasive and convincing and to

clarify finer shades of meaning.
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