Company CAN DOs  LISTENING

LISTENING TO CLIENTS AND COLLEAGUES

A2

Can understand what is said clearly, slowly and directly to him/her in simple,

everyday conversation.
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B1

Can follow clearly articulated speech directed at him/her by a colleague or business
contact in regular conversation, although he/she will sometimes need to ask for
repetition of particular words or phrases.
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B2

Can understand in detail what is said to him/her in standard English even in a noisy
environment.
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Can understand proficient speakers talking at natural speed in extended
conversation on most general topics or topics related to his/her professional area,
even in a noisy environment.
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C1

Can understand in detail what foreign colleagues or clients say to him/her, even
when talking about cultural, abstract or complex topics beyond his/her field of
expertise, though may need to confirm details occasionally if the accent is unfamiliar
or strong.
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Can pick up on allusive, ironic, joking or emotional usage, as well as what speakers
are implying rather than stating explicitly.
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C2

Can understand virtually all of what any native or proficient speaker says to him/her
including things of an abstract, complex or specialist nature beyond his/her field.
However, he/she may need a little time to adjust if the speaker has an unfamiliar
accent or uses elements of his/her regional dialect.
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LISTENING TO PRESENTATIONS AND SEMINARS

A2

Can understand the general meaning of a presentation on a topic related to his/her
field if the language is simple and backed up by visuals.
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B1

Can follow a presentation or talk in his/her area of expertise, understanding
explanations with reference to a familiar type of product/service provided that the talk
is straightforward and clearly structured.
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Can follow in outline straightforward short talks on topics within his/her broader field
of expertise or experience if these are delivered in clearly articulated speech
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B2

Can follow a presentation or demonstration concerning a product or service.
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Can understand the key points of a talk, report or professional presentation related to
his/her field even where the speaker uses complex ideas or language and technical
terminology.
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C1

Can easily follow a complex talk, report or professional presentation in his/her field
and catch intended irony, allusion, humor or the attitude of speaker even when not
explicitly stated.
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c2

Can follow a talk or presentation on a specialized topic in which the speaker employs
a high degree of colloquial language, regional usage or unfamiliar terminology.
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Company CAN DOs READING

READING CORRESPONDENCE

A2 e Can understand short, clearly-worded emails from work contacts that contain a personal

message, such as greetings, thanks or well-wishing.
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e Can understand basic standard emails related to routine and familiar activities, such as orders
or simple enquiries.
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B1 e (Can understand and act on a standard email or letter, for example, an order, complaint,

appointment, enquiry, routine email from a hotel, etc.
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e (Can understand the general meaning of non-routine emails or letters related to his/her work

area.
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B2 e (Can read quickly through emails and letters relating to his/her professional field, regardless of

length, and understand the essential meaning.
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e  (Can understand the meaning of non-routine letters or emails even when expressed in
non-standard language if related to his/her job area.
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C1 e Can understand the meaning and tone of virtually any correspondence, even lengthy emails,
letters or memos expressed in non-standard language.
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C2 e Can understand correspondence including emails, letters, etc of a specialist nature, for
example, those dealing with contract disputes or other detailed legal points, etc, in so far as

he/she has the required specialist knowledge.
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READING QUICKLY TO GET AN OVERALL UNDERSTANDING
OR FIND SPECIFIC INFORMATION

A2 e Can find specific, predictable information in texts regularly encountered in working life, such as
advertisements, menus, timetables, reference lists and prospectuses.
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B1 e (Can scan longer texts such as reports, articles, agreements, etc and find and understand
relevant or required information in order to fulfill a special task, for example, prepare a
presentation or verbal report.
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e (Can find relevant or required information in materials routinely encountered in the workplace,

such as brochures, web pages, etc.
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B2 e (Can read quickly through long, complex reports, publicly available information from companies
or governments, research papers, articles, detailed product/service information, etc and find
necessary information for purposes such as preparing a report or presentation.
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C1 e Canread quickly through long, complex reports, publicly available information from companies
or governments, research papers, articles, detailed product/service information, etc on topics
outside his/her field of expertise and find necessary information for purposes such as
preparing a report or presentation.
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Company CAN DOs SPEAKING

CONVERSATION WITH CLIENTS OR COLLEAGUES

A2

Can manage straightforward social contact using simple and polite forms of greeting, address
or farewell, express thanks and make simple introductions. Can make or respond to simple
offers (eg 'Would you like some coffee?), invitations, apologies, etc.
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Can participate in a short conversation in routine situations and on common and familiar topics

but will need to rely on the other participant(s) to keep the conversation going.
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B1

Can welcome a visitor and engage in limited conversation for a short period of time, for
example asking about a visitor's journey, hotel, experiences in the country/city so far, etc.
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Can maintain his/her side of a conversation on a familiar topic, but may be difficult to follow at
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times. Can express and respond to feelings such as surprise, excitement, interest, happiness,
sadness, etc.
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B2

Can participate actively and naturally in an extended conversation on most general topics,
even in a noisy environment, and convey degrees of emotion where appropriate.
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Can maintain relationships with foreigners and interact with them in a way that does not

unintentionally irritate or amuse them.
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C1

Can engage in a conversation on a wide range of topics as well as topics related to sensitive
or complex aspects in his/her professional area.
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Can interact naturally with people from other cultures, deal with less familiar accents and use
language effectively in social encounters, even for purposes such as expressing emotion
appropriately, stating sensitive information indirectly and making jokes.
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Cc2

Can interact naturally with proficient English speakers. Can employ a good range of colloquial




and idiomatic expressions and be confident they what he/she says will be interpreted in the

way it was intended.
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Can entertain with an extended anecdote which includes description of complex situations or

nuanced feelings or responses of protagonists, and which is delivered it in a natural, effortless

flow of speech.
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PRESENTATIONS

A2

Can give a short rehearsed presentation on a straightforward topic related to his/her job
function and for an internal audience familiar with the subject, eg a brief progress report to a
manager.
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B1

Can give a straightforward prepared presentation making the main points understood when
talking about a topic related to his/her work area, such as a verbal report on a situation in
his/her department, a simple company introduction or a straightforward product presentation.
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Can take follow up questions, though may need to ask for repetition or reformulation if the
speech was rapid, in an unfamiliar accent, or contains unfamiliar vocabulary.
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B2

Can give a clear prepared presentation related to his/her job area which gives reasons for or
against a particular point of view or gives the advantages or disadvantages of different options,
eg outlining the features or benefits of a product/service, making a case for the selection of
one vendor over another, or making a case for increasing headcount.
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Can deal with predictable follow up questions with a reasonable degree of spontaneity and

fluency.
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C1

Can be relied on to make a clear, well-structured presentation of a complex subject, even in
high-stakes situations or for an important audience, eg a presentation as part of a bid for a

contract, or a presentation to an official body.
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Can deal smoothly and effectively with interjections and unexpected follow up questions.
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C2

Can give a presentation on a complex topic confidently and articulately to a non-specialist

audience, structuring and adapting the talk flexibly to meet the audience's needs.
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Can give a talk on a complex topic effectively conveying finer shades of meaning and ensuring

there is no ambiguity in what he/she intends to communicate.
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Can deal effectively with hostile questions, or questions delivered in an unfamiliar accent.
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SURVIVAL SITUATIONS

A2

Can answer routine and predictable questions at immigration, such as 'How long are you

staying?', and ask for straightforward information at an information booth, such as how to get

from A to B.
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Can deal with straightforward transactions when travelling, such as getting a room in a hotel

(face-to-face), ordering a meal in a restaurant, buying a ticket, or making a purchase in a store.
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B1

Can deal with most routine situations when on a business trip, eg buying tickets, checking in at
a hotel or airport, getting a table, enquiring about items on a menu and ordering in a
restaurant, etc
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Can deal with straightforward problems such as making a complaint about a hotel room or
service in a restaurant, or deal with having been incorrectly charged for a product or service.
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B2

Can argue or complain effectively about most situations that are likely to arise in a restaurant,
hotel, etc, and ask effectively for a refund or exchange for faulty goods. Can bargain for what

he/she wants and reach an agreement.
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Can maintain interaction related to the nature or quality of a product or service, eg finding out
details about an item on a menu, or discussing food in a restaurant.
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C1

Can deal effectively and appropriately with most matters likely to arise while on a business trip.
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Can deal with complex or sensitive transactions or procedures, eg, transporting an antique or

processing a family pet through quarantine.
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C2

Can understand and deal with detailed local government regulations or complex terms and
conditions of a service, eg applying for tax exemptions, solving problems related to complex

financial transactions, or dealing with the theft of a hired car.
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Can effectively assist or act on behalf of a colleague/employee who has been accused of

violating local laws, or who has become involved in a dispute with local authorities or

individuals.
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Company CAN DOs WRITING

WRITING CORRESPONDENCE

A2 e  Can write short formulaic emails for the most frequent tasks necessary for his/her job function,

often copying phrases from a company template or similar emails written by peers, and not
always using this language accurately or appropriately.
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B1 e Can write routine emails necessary for the fulfillment of regular job responsibilities, including

responses to requests or enquiries, status updates or for tasks requiring ongoing exchanges
such as making plans or cooperating on a project.
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B2 e  Can write most emails or letters necessary in his/her daily working life, including non-routine

emails or letters connected to matters of fact. Can write detailed correspondence offering
advice, making suggestions, responding to complaints etc, and reliably explain the views or
position of the company.
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e Can use an appropriate level of formality or directness when dealing with colleagues and

clients.
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C1 e (Can write most emails or letters he/she is likely to need to in his/her work role and deal

effectively with a wide range of routine and non-routine situations in which professional
services are requested from colleagues or external contacts.
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e Can control the level of formality effectively, and can use language precisely when dealing with
complex situations, or tactfully in situations requiring sensitivity, eg dealing with clients,
competitors or colleagues with a grievance or complaint.
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C2 e Can write any type of email or letter necessary in his/her work, including those in which

complex professional services are required from colleagues or external contacts.

o T H(PANEYT (EBFH fEEE PRRIPVE SR S S SRt R el
Y -

e  Can write correspondence with full control over tone, register and style in order to create the




right impression on the reader even in sensitive situations.
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WRITING REPORTS, PROPOSALS, MEMOS, ETC

A2

Can write very short, simple and routine reports to a standard company format usually
consisting of a bullet-pointed list, such as site visit or daily reports.
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B1

Can write short, factual reports to a standard company format in which he/she outlines and
gives reasons for a situation in his/her department, makes a straightforward recommendation,
etc, and successfully conveys the most important point. The report will require checking if it is
for senior management or wider distribution.
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B2

Can write short to medium-length reports or proposals following a standard company format,
as well as reports or proposals for special purposes.

PR S RS P SR o IR AR TR A B A -

Can write a report synthesizing information from different sources.
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Can highlight key points and provide supporting detail when evaluating different ideas or
solutions to issues in the company, discussing advantages and disadvantages, or developing
a case for or against an idea or point of view.

R ] P PO IS R ORI » RTS8t ~ STEES (R PO BRI 1 4
SRV - B R -

C1

Can write clear, well-structured reports of virtually any length and for a wide range of
purposes, such as detailed recommendations, assessments of the effectiveness of new or
existing procedures, performance evaluations of subordinates, etc.
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Can qualify statements precisely in relation to degrees of, for example, certainty/uncertainty,
likelihood, etc, and can control the overall impression the text makes on the target reader.
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C2

Can write clear, smoothly flowing, complex reports or proposals of any length using an

appropriate and effective logical structure that helps the reader find key points.
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Can write reports in which language is used to be persuasive and convincing, convey finer

shades of meaning, give emphasis appropriately and eliminate ambiguity.
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