USING THE BULATS CAN DO STATEMENTS

What are the CAN DOs?

We often think of the goal of our exam preparation teaching being to enable students to
achieve a specific score in the test they are to take. However, as exam performance is
supposed to reflect language ability, teachers may wonder what actual language ability is
required to attain the target score. For example, if our target is to get students to a B1 level in
a Listening and Reading test, what Reading and Listening skills will students need to develop
in order to get B1? What makes an exam like BULATS different from most other tests in the
market is that the starting point for the test design is a standard of language performance, the
CEFR. This, the most widely used standard in the world, describes what a language user is
able to do at each level and what distinguishes the ability of individuals at one level from that
of students at another. In other words, it makes explicit not only what a person with a B1 level
of English can do in terms of Listening or Reading, for example, but what they are able to do
differently from someone with an A2 level. Exams with this design then set about to include
tasks which test specific competences so that students develop real-life language ability as
they prepare for the test rather than develop special test skills with an unclear relation to
real-life situations. This is important as our students need skills for working life beyond the

exam itself. It is also more interesting and more motivating for trainees.

How to use the CAN DOs

The CAN DO statements for universities are divided into two sections, Student Competencies
and Target Workplace Competencies. The Student Competencies in effect describe what a
pre-service candidate is able to do at this level. By 'pre-service' we mean people who are
preparing for the workplace but not yet in a specific job, and this describes most students.
These, then, are more general abilities that can be applied in any kind of job or position and
that candidate need to develop and demonstrate in order to achieve a particular level in
BULATS.

By contrast, Target Workplace Competencies describe what a person can do at a certain
level in more specific work situations. What significance do these have, therefore, for students
preparing for BULATS or developing their English for work? First of all, they show what a
student who graduates with, say, a B1 pass in BULATS will be able to do in English once they
are familiar with a specific job, eg at B1 he/she 'can follow detailed directions in a briefing for a

task related to his/her job.'



However, in addition to the above, the Target Workplace Competencies are also useful

reference points for the teacher and they can be very helpful in deciding on teaching targets
and activities, especially where the teacher wishes to use more simulation-type tasks. They
may also give the teacher additional perspectives on the types of task students are likely to

face in the workplace and thoughts about the skills the teacher can target in training.

To sum up so far, students will need the more general language abilities outlined in the
Student Competencies section in order to achieve their target scores in BULATS. Teachers
can refer to these when thinking about what abilities their students need in a specific
language skill area (Reading, Listening, etc), but also when determining what skills to target
in classroom training and what materials to use. It is worth noting good quality course books
linked to the CEFR are likely to be targeting the same skills at the same levels, but it is
important for teachers to understand what these are as well. Crucially, training in these
real-life skills and training for the BULATS exam will, in effect, be the same, especially where

the course is long enough to go beyond test item familiarity.

Course planning and teaching

When planning a Workplace English or BULATS course it is recommended that teachers start
by looking at the Student Competencies. For example, for Listening at B1 we get the

following:
Candidates at this level:

e Can understand the main points of shorter talks, conversations or discussions when
conducted in clear standard speech and on topics frequently encountered in business
or vocational study.

e Can understand key details in straightforward clearly articulated speech when related
to concrete and predictable situations in the workplace, especially those related to
concrete details such as time, place, price, amount or person.

e Can understand straightforward, clearly articulated responses to simple questions in

common survival situations such as in a taxi, hotel, shop, airport or restaurant.

First of all, this gives a picture of the range of listening skills candidates will need to be able to
demonstrate which will help a lot when lesson planning. However, if we look at the second

descriptor:

e Can understand key details in straightforward clearly articulated speech when related
to concrete and predictable situations in the workplace, especially those related to

concrete details such as time, place, price, amount or person.



we can see that students will need to be able to understand monologues and dialogues in
which people talk about or discuss things related to concrete details such as price, place or
time. This means it is important to provide training and practice with listenings on things such
as planning (time and place) or transactions (price). In such tasks, students will need to be
understood key details, so they would need to identify what time and where, for example,

something planned was to take place or what price, discount, etc was agreed on.

As mentioned above, good quality course books for BULATS or Workplace English should give good
coverage for these skills. However, it is vital that teaches understand what an exam tests, and for
teachers who wish to benefit from constructing the course materials themselves or target skills more

specifically, the CAN DOs provide an excellent point of reference.



ISTUDENT COMPETENCIES|

Candidates at this level:

e  Can understand short simple exchanges related to regular activities in the workplace, such as
the exchange of greetings, offers, straightforward requests, simple opinions, etc.
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e  Can understand short simple exchanges related to common survival situations, such as routine
exchanges in hotels, taxis, shops, etc.
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e Can follow the main points of a straightforward carefully articulated talk related to his/her field
of business or vocational study and understand key phrases and expressions.
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Linguistic resource

e  Can understand very high-frequency words, terms and expressions in his/her field or
high-frequency words likely to be encountered in straightforward work and survival situations.
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e (Can understand basic structures, particularly those needed to fulfill everyday working needs.
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TARGET WORKPLACE COMPETENCIES

Listening to colleagues or clients

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

conversation.
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Listening in meetings and discussions

e Can follow the topic of what is being discussed in a meeting if it is related to his/her field and

conducted slowly and clearly.
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e (Can understand clearly and carefully expressed opinions, especially when prefaced by
standard markers such as 'l think ...", In my opinion, ..." or 'l don't agree.’
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Listening to announcements and instructions

® Can understand simple directions, such as directions relating to how to get from Xto Y in a
building.
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e Can catch the main point in short, clear messages or announcements, such as a boarding call

at an airport.
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Listening to presentations and seminars

e 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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Listening to requests, enquiries, messages, transactions, etc

e Can understand enough for most simple routine tasks in work area, such as simple
requests or directions, eg 'Email this to Ms X'
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e Can take a simple message and can be made to understand some detail if the
speaker is willing to speak slowly, simplify his/her language and take time to convey
the message.
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READING-B1

ISTUDENT COMPETENCIES

Candidates at this level:

e Can understand short real-world texts typically encountered, such as notices, messages or
signs in the workplace, hotels, airports, etc.

* 'ﬂ%mﬂmHFﬁPWﬁ¢[ﬁ’mWﬁ%‘%ﬂﬂ (R |~ R~ B b = S

e Can interpret visual information and understand the language used to describe it, as in, for
example, the written explanation of a graphic depicting performance, or an organizational
chart.

o TR B SRR S R IR o IR R ORI A A -

® (Can read for gist and detail, scan the text for specific information and understand the purpose
of the writer and audience for which the text is intended. Can extract relevant information to
perform specified tasks, such as fill in a form.
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e Can, in medium-length texts such as articles or short reports, understand straightforward
information related to his/her field, or understand the general meaning if the information is less
routine.
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e Can pick out salient points in the text and infer meaning where words in the text are unfamiliar.

o FERSU REY Fipl s lﬂjg[g’k‘n’, B T A F*H'T‘*?E'[JH'.I”H* HESEF e

Linguistic resource

e  Can understand words or expressions commonly used in relation to his/her field of expertise or
study, everyday working life, travel, etc.
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e Can understand a limited range of general business-related vocabulary.
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e Can understand most standard grammatical forms though with limitation on some use of
modals, conditionals, passives, etc.
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TARGET WORKPLACE COMPETENCIES

Reading quickly to get an overall understanding or find specific information



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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Reading longer texts to understand detailed information and argument

® (Can understand straightforward factual information within his/her own work area, for example
from plans, brochures, memos, short reports, company policy documents, etc.
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e Can understand the general meaning of more theoretical or complex information related to
his/her own work area as contained in, for example, articles or reports.
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Reading correspondence

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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Reading notes, messages, instructions and guidelines

e Can understand short notices, messages or signs typically encountered in the workplace,
hotels, airports, etc.
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e  Can understand instructions or procedures, for example in a manual, in the form of continuous
text, provided that he/she is familiar with the type of product, service, equipment, etc being
explained.
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e  (Can understand instructions, procedures, etc in own job area.
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SPEAKING-B1

ISTUDENT COMPETENCIES|

Candidates at this level:

e Can give information of a factual, personal kind, responding to questions about past
experiences, current situation and future plans.
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e  Can employ commonly used functional language to make and respond to suggestions, discuss
alternatives, make recommendations and negotiate agreement.
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e Can talk about his/her opinions, agree and disagree, and express preferences.
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e Can deliver a short prepared talk on a straightforward topic of a factual nature and supported
with visual aids.
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e Can maintain a peer-peer discussion on a straightforward topic related to his/her field of

business or vocational study.
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Linguistic resource

e (Can use a vocabulary of the most frequent words and terms which is sufficient to fulfill the most
common tasks related to his/her business or vocational field of study, everyday working life,
survival or travel needs, etc
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e Can, with reasonable accuracy, use a repertoire of frequently encountered 'routines' and

patterns for regular tasks.
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TARGET WORKPLACE COMPETENCIES

Conversation with colleagues and clients

e 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.



o R AT R R o BURIRT IO SR T g ] oR

* Can maintain his/her side of a conversation on a familiar topic, but may be difficult to follow at
times. Can express and respond to feelings such as surprise, excitement, interest, happiness,
sadness, etc.
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Participating in meetings and discussions

e (Can take part in a routine meeting where participants speak clearly on familiar topics,
exchanging factual information through question and answer, discussing practical problems
related to his/her job responsibilities, or through receiving instructions.
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e Can express his/her own opinion, and present arguments to a limited extent when given the

floor to do so.
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Presentations

e (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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e (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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Dealing with colleagues

e  (Can state routine requirements within own area of work, eg asking for a task to be done by a

certain time.
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® Can ask questions of a fact-finding nature, for example finding out why something is delayed or

not completed.
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Dealing with clients, vendors, etc



® Can make or deal with routine enquiries, orders, complaints, requests, etc.
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® Can offer advice to clients within own job area on straightforward matters, eg "This model is

faster, but it's also more expensive.'
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Survival situations

e  (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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e (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.

o FeCHHIHIR - WJO['@%’Q%&@&}HEU%" Al B PR PTHIRE - AR FTJ‘&W i IR
V1E7 =

Phoning

e Can make outgoing calls getting through to the person he/she wants to speak to and
conducting straightforward routine exchanges, eg arranging a meeting time, making plans,
making a booking, ordering, etc.
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e Canmake a stralghtforward contribution in a conference call when addressed directly about a

matter related to his/her work area.
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Interviews

e Can provide concrete information (eg, describe role and responsibilities in a previous position
or state simple reasons for why s/he made a particular decision), but does so with limited

precision
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e (Can take some initiatives, such as ask a simple question or bring up a new point or subject, but

s/he will still be very dependent on the interviewer through the interaction.
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ISTUDENT COMPETENCIES|

Candidates at this level:

Can write a series of simple phrases and sentences for a brief and direct exchange of limited
information of a routine and concrete nature.
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Can write straightforward personal information necessary for the completion of standard forms
encountered in university, the workplace or survival situations, such as application forms, hotel
registration forms, departure or arrival cards, etc.
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Can write a short email for a basic function using standard openings and closings as well as
memorised phrases for purposes such as thanking, apologising, requesting, etc, but this
language may not always be used accurately or appropriately.
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Linguistic resource

Can use basic sentence patterns and a basic vocabulary of very high-frequency words or
memorised phrases to deal with predictable and concrete everyday work or survival situations.
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Can use a series of simple phrases and sentences linked with simple connectors such as 'and’,

'but' and 'because’'.
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TARGET WORKPLACE COMPETENCIES

Writing correspondence

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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Writing reports, proposals, memos, etc

e 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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Writing notes, messages and instructions

e Can leave a simple message giving straightforward information such as where he/she has
gone and what time he/she will return.
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U Can write a short comprehensible note of request to a colleague or known contact in another
company.
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Writing notes in response to what is heard

e Can note down simple predictable information, instructions, requests, eg the quantity required
by a client, delivery date, unit price, etc.
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U Can make short simple notes for his/her own use.
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