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PART 1 METHOD

BEC Higher Reading

How should students approach this task?

1) Read the instructions. There is important information there - in the sample it is - five
extracts from a book about staff appraisals and feedback.

2) Read each of the statements and highlight keywords/expressions.

3) Read each extract quickly to get an idea what it focuses on. Some statements can be
matched quite quickly.
NOTE: There are traps and distractors so be careful about word matching.
For example:- The word ‘facilitate’ in statement 3 is found in text C ‘facilitates’, but it is not
correct.

4) Most students find that an effective method is to read an extract, then each statement and
look for a match in meaning.

VOCABULARY

Below is the C1 & C2 vocabulary from both the statements and the texts. Unlisted means that it is not used

by candidates in Cambridge English Exams to the extent that it can be level determined.

C1 Cc2 unlisted
associated accountable appraisals
assumptions conceived assertions
dedicated fundamental axiom
determining hierarchy earnest
evaluating plausible functioned
evaluation ritual hierarchically
facilitate springs from judgement
imposed strive misguided
injustices objectivity
makes it organisations
negotiated overruling
notion recognisable
premises socially
rating

related to

unsafe
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ANALYSIS

Statement

1 genuine feedback - release resources (B2)

2 enable(B2) their staff to work effectively(B2)

3  Experts unlikely to facilitate(C1) - genuine
feedback(B2)

4  evaluating(C1) performance -
negotiated(C1)

5 the nature of the face-to-face relationship

6 employees are responsible - seems
reasonable

7  Despite experts’ assertions(unlisted) -
management structures(B2) prevent
genuine feedback(B2)

8  increasing effort - dedicated(C1) to appraisal
process(B2)

ADDITIONAL TASKS

BEC Higher Reading

Extract

E  When judgement is replaced by feedback(B2)

in the true sense, organisations will have a lot
more time to devote(B2) to their customers and
their business.

C ltis management’s(B2) responsibility(B2) to

ensure(B2) - facilitates (C1)their performance

E almost certainly will not be forthcoming(B2)

from human resources(B2) professionals

C  The measure(B2) has been worked out

between the operators(B2) and their
management.

D aquestion of pleasing the boss, particularly in

meetings

B  The notion(C1) - that workers should be held

accountable(C2) - is plausible(C2)

A Human resource professionals(B2) claim(B2) -

the nature of hierarchy(C2) distorts(C1) the
concept(B2) of feedback

A enormous quantities of management hours

spent in earnest(unlisted) ritual(C2) - practice is
even more frequent

Give students a list of words and expressions and get them to find similar meaning from the text.

genuine feedback
enable

unlikely to
negotiated
face-to-face
responsible

notion is reasonable
experts’ assertions

increasing effort

This could be a re-cycling task.

feedback in the true sense
ensure

almost certainly will not
worked out

meetings

held accountable
plausible

professionals claim

even more frequent
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PART ONE

Questions 1 - 8

- Look at the statements below and at the five extracts from a book about staff appraisal and feedback on
the opposite page.

- Which extract (A, B, C, D or E) does each statement (1 - 8) refer to ?

+ For each statement (1 - 8), mark one letter (A, B, C, D or E) on your Answer Sheet.

- You will need to use some of these letters more than once.

1 Genuine feedback would release resources to be used elsewhere.

2 Managers are expected to enable their staff to work effectively.

3 Experts are unlikely to facilitate a move to genuine feedback.

4 There are benefits when methods of evaluating performance have been negotiated.

5 Appraisals tend to focus on the nature of the face-to-face relationship between employees

and their managers.

6 The idea that employees are responsible for what they do seems reasonable.
7 Despite experts’ assertions, management structures prevent genuine feedback.
8 An increasing amount of effort is being dedicated to the appraisal process.
m 25 types / 39 tokens m 5 types / 6 tokens m 17 types / 19 tokens
37.31% /44.32% 7.46% / 6.82% 25.37% / 21.59%
(Show words) (Show words) (Show words)
12 types / 16 tokens 4 types / 4 tokens \ < s / 4 tokens
@ : o
17.91% / 18.18% 5.97% / 4.55% 5.97% / 4.55%
(Show words) (Show words) (Show words)
Input
genuines2 feedbackez woulda1 releases2 resourcesez toAa1 bea:r usedail elsewheres2 managers A2

area1 expecteds1 toa:r enables2 theirai staffaz toai1 worka:t effectivelys2 expertset area: unlikelys1
toar facilitatec1 aA1 moveaz toair genuines2 feedbacks2 thereair area: benefitse1 whena: methodss1
of A1 evaluatingct performances1 havea:r beenAi negotiatedci appraisals tendtos2z focuss2 onaA1 theai
naturea2z ofai1 theai facetofaces1 relationshipe1 betweenair employeess1 andAi theira1 managers A2
thea1 ideaaz thatat employeesst areai responsibleB:1 fora1 whatait theya1 doa1 seemssi1

reasonableB: despiteB1 expertse: assertions managements2 structuress2z prevente: genuines2 feedbacks:2

anA1 increasingei amountsi ofai effortB: isAa1 beingai1 dedicatedct toair theai appraisal processs2
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A

Performance appraisal is on the up and up. It used to represent the one time of year when getting on with
the work was put on hold while enormous quantities of management hours were spent in the earnest ritual
of rating and ranking performance. Now the practice is even more frequent. This of course makes it all the
more important how appraisal is conducted. Human resources professionals claim that managers should
strive for objectivity and thus for feedback rather than judgement. But the simple fact of the matter is that
the nature of hierarchy distorts the concept of feedback because performance measures are conceived
hierarchically. Unfortunately, all too many workers suffer from the injustices that this generates.

B

The notion behind performance appraisal - that workers should be held accountable for their performance
- is plausible. However, the evidence suggests that the premises is wrong. Contrary to assumptions,
appraisal is not an effective means of performance improvement - it is judgement imposed rather than
feedback; a judgement imposed by the hierarchy. Useful feedback, on the other hand, would be
information that told both the manager and worker how well the work system functioned, and suggested
ways to make it better.

C

Within the production system at the car manufacturer Toyota, there is nothing that is recognisable as
performance appraisal. Every operation in the system has an associated measure. The measure has been
worked out between the operators and their manager. In every case, the measure is related to the purpose
of the work. That measure is the basis of feedback to the manager and worker alike. Toyota'’s basic idea is
expressed in the axiom ‘bad news first’. Both managers and workers are psychologically safe in the
knowledge that it is the system - not the worker - that is the primary influence on performance. It is
management’s responsibility to ensure that the workers operate in a system that facilitates their
performance.

D

In many companies, performance appraisal springs from misguided assumptions. To judge achievement,
managers use data about each worker’s activity, not an evaluation of the process or system’s achievement
of purpose. The result is that performance appraisal involves managers’ judgement overruling their staff’s,
ignoring the true influences on performance. Thus the appraisal experience becomes a question of
pleasing the boss, particularly in meetings, which is psychologically unsafe and socially driven,
determining who is ‘in’ and who is ‘out’.

E

When judgement is replaced by feedback in the true sense, organisations will have a lot more time to
devote to their customers and their business. No time will be wasted in appraisal. This requires a
fundamental shift in the way we think about the organisation of performance appraisals, which almost
certainly will not be forthcoming from the human resources profession.

From Cambridge University Press - BEC Higher 2 Exam Book
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A

performances: appraisal isA1 onaA1 thea:t upA: andAi1 upaA1 itA1 usedtoBi represents2 theai oneai
timeAa1 ofA1 yeara: whenar gettingonwithe2 theair workai wasaA:i putonaz holda2 whilea2

enormous B1 quantitieset of A1  managements2 hoursa1 werea2 spentAa2 ina:r thea1 earnest ritual c2

ofAar ratingc: andAi rankingci performanceBi nowA: theai1 practiceaz isA1 evena2z morea1 frequentsi
thisar ofAir coursear makesitct allar theAai morear importantar howai appraisal isat conducted B2
humangi resourcess2 professionalse2z claime2 thatA1 managersa2 shouldaz strivecz fora:t objectivity

anda1 thuss2 forai feedbacks2 rathers1 thanai judgement butai theai simpleaz factaz ofair theai
mattera2 isAa1 thatai1 theai1 natureaz ofAi1 hierarchycz distortsci theait concepts2 ofa1 feedbacks2
because A1 performancest measuress2 areai conceivedc2 hierarchically unfortunatelyaz alla1 tooAi1 manya1

workers A2 sufferfromei theAi injusticesci thatai thisa1 generatess2
B

theAar notionci behindAa: performances1 appraisal thatai workersa2 shouldaz bea:t helda2z accountablec2
fora1 theira1 performances: isA1 plausiblecz howeveraz theai evidences2 suggestsei thatai theat
premisesci isA1  wrongAi contrarys2 toAi assumptionsci appraisal isa1 notai anai effective B2

meansA2 ofai performances1 improvemente: itA1 isA: judgement imposedci ratheresi thanai feedbacks2
aA1 judgement imposedct byaz theai hierarchyc2 wusefulaz feedbacke2 onai1 thea1 othera1 handai
wouldAat bea1 informationAa2z thatai toldai bothai1 theait managera2 andai workera2z howa:r wellat

thear workai1 systemsi functioned anda:t suggestedeir waysa2 toA1 makeitci better a1
C

withine1 theat productions2 systemBi1 atai1 theai1 carA: manufacturers2 toyota thereai isA1 nothingA2
thata1 isAa1 recognisable asai performancesi appraisal everyai operationsi1 inA1 thea: systemsBi hasa1
anA1 associatedc: measureB2 theair measureB2 hasai beenai workedoutB1 betweenar thea:

operatorsB2 andAai theirai managera2 inA: everyAl caseAa2 theail measures2 isa: relatedtoci thea1
purposeBt ofAi1 theai1 workai thatA1 measures2 isA1 theai1 basise2 ofai feedbacks2 toaAir thea1
manager A2 andAi workerA2 alikes1 toyota s  basicBi ideaA2 isA1 expresseds2 inA1 theai axiom
badat newsa2 firsta1 bothait managersaz andAi1 workersA2 areaAi psychologicallys2 safea:r inat theai
knowledges1 thatAa1 itA1 isA1 thea: systemBi notAa1 theair workeraz thata1 isa1 thea: primarys2
influences2 ona1 performances1 itAt isA1 managements2 s responsibilitys2 toaAi ensuresz thatai1 theai

workersA2 operateB: inAt aAi systemsi thatai1 facilitatesc: theirai performance B1

D

inA1 manyai companiesa2 performancesi appraisal springsfromc2 misguided assumptionsci toa: judges1
achievementB: managersa2z useA1 datas2z aboutAa1 eachar1 workeraz s activityA2 notAai anai
evaluationci ofAa1 thea:t processe2 orai systemBi1 s achievementer ofA: purposest thea: results:
isa1 thatai1 performancesi appraisal involvesB:1 managersa2z judgement overruling theirai staffaz s
ignoringe2 thea1 truea2 influencess2 ona1 performances: thuss2z theai appraisal experiences1
becomesA2 aA1 questionAal ofA1 pleasingB1 theaAir bossa2 particularlyBt inAt meetingsA2 whichar isa1
psychologicallys2 unsafeci andai socially drivena1r determiningct whoA1l isAat ina1 andAt whoAr isA1

out A2
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E

whena: judgement isai replacede1 byaz feedbackez ina1 theai1 trueAaz sensesBi organisations will a1
havear aaA1 lotAa1 morea: timeai1 toar devoteB2 toa: theirai customersaz andai theirAa1 business a1l
noa1 timeai1 willar beaA1 wastede1 inai1 appraisal thisat requiresB1 aaA1 fundamentalcz shiftez ina:
thear waya2 wea1 thinka1 abouta: theai organisation ofa1 performances: appraisals which a1

almosta2 certainlya2z willat nota: beai forthcomingez fromai thea:r humansi resourcess2 professionBs1
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PART 2 METHOD
BEC H Reading Part 2 is the sentence gapped text exercise.

Seven sentences have been taken out of a text. One is an example and you should get your
students to write it into the text as it helps the flow of the text in the first paragraph.

Of the remaining six gaps there are seven sentences to choose from.

1. Students should identify the topic of each paragraph and list it in the worksheet. In BEC H
some paragraphs may have more than one sentence missing. Nevertheless, it is important
for your students to understand how the text evolves. In the sample the text has 7
paragraphs each with a gap, including the example. Then they should read the jumbled
sentences and list briefly what each one is about.

MAIN TEXT JUMBLED SENTENCES
i) A
i) B
i) C
iv) D
V) E
Vi) F
vii) G
H
2. Here is the list of C1/C2 & Unlisted vocabulary

BEC H Reading Pt 2 Vocabulary

C1 Cc2 unlisted
diversity constraints acquisitions
equivalent formulating conflicting
frustrated mergers emphasising
indications quests expatriates
perspectives underway globalisation
recruitment ventures industrialised
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packaged

3. Students should look at the jumbled sentences to identify critical words.

A From the moment THEY join the company .... Who are THEY?

B THIS can be through involvement .... What is THIS?

C Should, FOR EXAMPLE, only a few .... Where is an EXAMPLE needed?
D THESE problems mean that developing .... What problems?

E - -

F Jet-setting Find an example

G - .

H THESE trends ..... What trends?
4, Once your students have completed the exercise you could give them the entire text with

the sentences in the correct place and ask them to identify the like within the text.
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PART TWO
Questions 9 - 14

- read this text from an article about the development of international managers.
« Choose the best sentence from the opposite page to fill each of the gaps.

.- For each gap (9 - 14), mark one letter (A - H) on your Answer Sheet.

« Do not use any letter more than once.

- There is an example at the beginning, (0).

SEARCH FOR THE ‘WORLDLY-WISE’
COMPANY EXECUTIVES

The quest for international managers is underway in virtually every industrialised economy. The search
has been made urgent by the globalisation of world markets and the growth in cross-border mergers and
acquisitions. (0) ...H... Many firms report being so stretched that they simply do not have enough of the
high-quality people they require to lead their global expansion.

Other companies are having difficulties releasing experienced people from existing operations in order to
lead new international ventures. There are indications that a shortage of internationally skilled people may
be an important constraint on firms’ international ambitions. (9) ........ However, identifying the need for
international managers is easier than developing them.

So what makes an international manager? Paul Evans, a professor at INSEAD, the European business
school, does not believe that any particular nationality produces a more international manager. Neither
does he believe that it’'s a matter of having the ability to cope with a lifestyle that involves working in
Madrid one day, London the next and Berlin the day after. (10) ........ Rather, he believes that the secret of
being a good international manager is being comfortable with managing diversity.

Ford of Europe, which has encouraged the development of international managers for more than 20 years,
says that its managers are globally-minded before they become global operators. (11) ........ A car you buy
in the UK, for example, is going to be the same car that sells in Germany, Finland and Poland, so the
people who are involved in the car’s development have to be aware of the market requirements in all
those different countries.

Generally, it seems that the only effective way to develop international skills and perspectives is through
direct international experience. (12) ........ Such experiences open people’s minds to the fact that things
are done differently elsewhere and encourages them to think in a wider context.

Formulating effective strategies for developing a company’s management resource is a demanding
exercise, with conflicting issues to be solved. (13) ........ Another dilemma is whether to use local
managers or expatriates.

The recruitment and development of effective international managers requires considerable financial
resources and can be hard to justify at budget meetings. (14) ........ However, without them, companies
will continue to find their expansion plans frustrated by a lack of internationally effective managers.




Cambridge Spring Seminar 2017

Example 0 H

From the moment they join the company,
employees are faced with having to think
internationally.

This can be through involvement in
international task forces or through living
and working abroad.

Should, for example, only an elite few
receive international experience in
preparation for top jobs or should it be
offered to a wider group?

These problems mean that developing
managers who think and operate globally is
absolutely vital for companies operating in
foreign markets.

From Cambridge University Press - BEC Higher 2 Exam

Book

BEC Higher Reading

Language training, overseas visits and in-
house management courses are all
expensive to implement.

Jet-setting between international
operations merely creates a business
equivalent of the over-packaged tourist.

Companies are now emphasising the
human skills involved in managing other
people.

These trends are pushing companies’
existing management resources to the limit.
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thea1 questcz forai

economyBe2 theai1 searchs1

marketsA2 andA1 thea:

firmss1 reporte: beingAat

of A1 theait higha2z qualitys:

otherAr companiesa2 areA1

operationsB1 inA1  order a2

thata1 aaA1 shortages2 ofa1

constraintcz onat firmss1

international A2 managersA2 isAt
international A2 managera2 paul

schoolA1 doesai notbelieve B1
international A2 manager A2
thea1 abilitys:r toa1
london

secretB1

having A1

oneAr daya1 the A1

thatar theai of A1

withat managinge1 diversityci

of A1 international A2
globallys2 mindedA2 before A1

forar  example A1
poland

have A1

thear uk
finland

development B1

and A1 SO A2

toal

different a1 countries A1

international A2  skillse1 and A1

experiencesB1 openAil people A1

differentlye1 elsewhere B2

formulatingc2  effective s2

isA1 aait demandingB1

isA1  whetherst toA1 usea1

of a1 effective B2

be a1

development B1

andA1 canA1 hard A1

companiesA2 willa1  continue B1

of A1 internationallys1 effective B2

81 types / 196 tokens
36.99% / 52.83%

(Show words)

30 types / 35 tokens
13.70% / 9.43%

(Show words)

Unlisted

(Show words)

21 types / 24 tokens
9.59% / 6.47%

international A2
has A1
growth e2
SO A2
people A1
having A1
toa1
internationally B1

international A2

evans
that a1
neither B2
cope B2
next A1
being A1
ford
managers A2
they a1
isA1
the A1
be A1
generally 81
perspectives c1
s mindsA2
and A1
strategies B2

exercise A2 with a1

local B1
international A2 managers A2
to A1

toa1

BEC Higher Reading

industrialised

world a1

underwayc2 inA1 virtuallye2

by A2

mergers c2

managersA2 iSA1 every A1

beenat madeA1 urgents: theat globalisation of A1

inA1  crossai border B1 and A1 acquisitions h manyai1

stretcheds2 that A1 simplys2 doa: notait haveAl enougha2

lead B1

they A1

theyat requires:t toA1 theirat globals2 expansion g2

difficultiesB1 releasinge2 experiencede: peoplea:r froma: existings1

there A1 indications c1

be A1

leadB1 newA: international A2 venturesc2

skilled B2

areAi

people A1  may A1 an A1 important A1

ambitionsB1  howevera2z identifyinge2 theai1 needa: forai1

easier A1 thanai developinge1 themai soA2 whatAar makesAl anaA1

aat professorer ata1 insead theai european businessai1

anyA1 particularei nationalityAr producesei aAi1 moreAl

doesAar hea1 believeaz thatat ita1 s aa:1 matteraz ofai

with A1 that a1  involvesB1 inat  madrid

berlin

good A1

aa1 lifestyles2 working A1

and A1 thea1 dayai1 afterar rathers1 heai believes a2

aAl international A2 manageraA2 isA1 beingA: comfortable A2

of A1 europe whichar hasAi1 encourageds1 theai developments1

forar morear thanaAir vyearsai saysa:r thatar itsA1 managersa2 areai

becomeA2 globale2 operatorse2 aA:t carAar youair buyAil inaA1

goingtoA2 beai thear sameaAr cara1 thatai sellsa2 inA1 germany

peopleA1 whoA1 areA1l involvedB1 inA1 theat carar s

awares2 ofa1 theair marketA2 requirementss2z ina1 allar  thoseat

itseemse2 thatai theai1 onlya1 effectivesz waya2 toait develops:

isa1 throughaA2 directs1 international A2 experiencesi suchaz

toar thear factaz thata: thingsa1 areai done

encouragesBl1 themai toai thinkAa1 inA1 aA1 widera2 contexts2

fora1 developingel aA1 companyA2 S managements2 resource B2

conflicting issueser toA1 beai solvede: anotheraz dilemmas2

managersA2 oOrA1 expatriates theai recruitmentci andai

requirese1 considerablesz financialB1 resources B2

justifys2 atai them A1

find A1

budgetB2 meetingsA2 howeveraz without A2

theirat expansione2 plansaz frustratedci bya2z aa: lackst

managers A2

32 types / 55 tokens

14.61% / 14.82%

(Show words)
5 types / 5 tokens

2.28% /1.35%

(Show words)

44 types / 50 tokens
20.09% / 13.48%

(Show words)
6 types / 6 tokens

2.74% / 1.62%

(Show words)

B1
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froma:1 theAa1 momentA2 theyAi joinaz thea1 companyA2 employeesBi area1 faceds: withai havingal
toar thinkA1 internationallyet thisa1 canait bea1 througha2 involvements2 inA: internationalA2 tasks2
forcess2 orai throughaz livingat andAi1 workingal abroadei shouldA2 forai exampleai onlyAir anai
elitect fewA2 receiveA2 international A2 experiences1 inA1 preparations: forAa1 topA2 jobsai ora1
shoulda2 itA1 beai offereda2 toAr aA1 widera2 groupAi theseAa1 problemsai meana2 thatai
developingB1 managersA2 whoA1 thinkAa1 anda: operatesi globallys2 isA1 absolutelye1 vitalsz fora:
companies A2 operatings1 inA1 foreignaz marketsAa2 languageAi trainingei oversease2 visitsat andAi inAt
house A1 managementB2 coursesA1 areAi alla1 expensiveAl toa: implementB2z jetBi settingei betweena:
international A2 operationsB1 merelys2 createss1 aA1 businessai equivalentct ofai theai1 overaz

packaged touristA2 companiesA2 areA1r nowAi emphasising thea: humans: skillse1 involveds1 inaA1
managingB1 otherAi1 peoplear thesea: trendsBi area1 pushingA2z companiesA2 existingei management B2

resourcesB2 toair theai limitez
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ANSWER SHEET

SEARCH FOR THE ‘WORLDLY-WISE’
COMPANY EXECUTIVES

The quest for international managers is underway in virtually every industrialised economy. The search
has been made urgent by the globalisation of world markets and the growth in cross-border mergers and
acquisitions. These trends are pushing companies’ existing management resources to the limit.

Many firms report being so stretched that they simply do not have enough of the high-quality people they
require to lead their global expansion.

Other companies are having difficulties releasing experienced people from existing operations in order to
lead new international ventures. There are indications that a shortage of internationally skilled people
may be an important constraint on firms’ international ambitions. These problems mean that developing
managers who think and operate globally is absolutely vital for companies operating in foreign markets.
However, identifying the need for international managers is easier than developing them.

So what makes an international manager? Paul Evans, a professor at INSEAD, the European business
school, does not believe that any particular nationality produces a more international manager. Neither
does he believe that it’s a matter of having the ability to cope with a lifestyle that involves working in
Madrid one day, London the next and Berlin the day after. Jet-setting between international operations
merely creates a business equivalent of the over-packaged tourist. Rather, he believes that the secret of
being a good international manager is being comfortable with managing diversity.

Ford of Europe, which has encouraged the development of international managers for more than 20
years, says that its managers are globally-minded before they become global operators. From the
moment they join the company, employees are faced with having to think internationally. A car you buy in
the UK, for example, is going to be the same car that sells in Germany, Finland and Poland, so the
people who are involved in the car’s development have to be aware of the market requirements in all
those different countries.

Generally, it seems that the only effective way to develop international skills and perspectives is through
direct international experience. This can be through involvement in international task forces or through
living and working abroad. Such experiences open people’s minds to the fact that things are done
differently elsewhere and encourages them to think in a wider context.

Formulating effective strategies for developing a company’s management resource is a demanding
exercise, with conflicting issues to be solved. Should, for example, only an elite few receive international
experience in preparation for top jobs or should it be offered to a wider group? Another dilemma is
whether to use local managers or expatriates.

The recruitment and development of effective international managers requires considerable financial
resources and can be hard to justify at budget meetings. Language training, overseas visits and in-
house management courses are all expensive to implement. However, without them, companies will
continue to find their expansion plans frustrated by a lack of internationally effective managers.
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PART 3 METHOD

This is the multiple-choice comprehension part.

BEC Higher Reading

1. Firstly, students should read the instruction as there is important information there
- ‘an article about incompetent employees’.

2. Quickly read the text for gist. Identify any vocabulary that is difficult. Here is the list:-

BEC H Reading Pt 3 Vocabulary

C1

attain
competence
frustrating
inefficient
inevitability
pointless
poorly
productivity

tactic

C2

morale
confront
favoured
scenario

let go

Identify other vocabulary

well-entrenched

desirable behaviour

management-resistant

best solution

unlisted

appraisal
bracing
deluded
delusions
disinterested
dreariest
entrenched
exceedingly
exceedingly
hypochondriac
incompetent
ineffective
infrequently
motivational
organisation
privatised
resistant
subordinate
touchy

variant

infrequently adopted

touchy or sensitive
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3. Ask students to identify ‘trigger’ words or phrases. These are words or phrases that
indicate the importance of something.

more to do with That is Traditionally inevitably leads to
the most favoured Alternatively not infrequently
is thus confirmed first wants then wants The net result
This insists ~ The emphasis is on best solution A final strategy

4. Ask students to identify phrasal verbs

go away leads to getting away with it

sold off buy them out let go

5. Give students the worksheet with just the questions. They should identify where in the text

they can find the answer.
The reason to do this is that the 4 answer choices contain distractors. Often there is a
reasonable answer offered but it is not fully reflected in the text itself. Warn your students

not to overlay their own opinion onto the text.

6. Then ask your students to look at the 4 choices and decide which is correct.
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PART THREE

Questions 15 - 20

BEC Higher Reading

- Read the following extract from an article about incompetent employees, and the questions on the opposite

page.

- For each question 15 - 20, mark one letter (A, B, C or D) on your Answer Sheet for the answer you choose.

Every organisation has its share of
employees-from-hell: the lazy,
deluded, hypochondriac under
performers. They are difficult to
manage and miserable to work
with. Their productivity is low and
their ability to poison staff morale
high. They are, alas, always well-
entrenched and management-
resistant. Interestingly, their
numbers in any organisation have
more to do with management’s
refusal to deal with the situation
than with poor selection. That is,
their existence in the organisation
is nearly always due to a long line
of weak managers who have
declined to tackle the problem.

Traditionally, there are three classic
ineffective ways of dealing with the
incompetent. The first is to ignore
the problem, hoping that it will go
away. Rather than confront
laziness or serious absenteeism,
the manager gives the employees
less work to do. This inevitably
leads to frustration on the part of
the good hardworking staff who see
the problem employee getting away
with it.

The second approach, which has
traditionally been the most
favoured, is to pass them on. There
is usually a part of any business
where people believe the poor
performer can do no damage.
Alternatively, poor performers can

be moved to another branch in the
dreariest part of town, or to another
town, or even to another country. A
clever variant of this tactic is to
herd all the incompetent employees
into one part of the company that is
then sold off or privatised.

There is a third approach which is
to promote the incompetent. This
sounds bizarre and exceedingly
stupid but is not infrequently
adopted. The idea is that, although
these posts are quite senior and
well-paid, the actual jobs are fairly
pointless ones in which
incompetent people can hide
without doing any serious damage.
The employee is thus confirmed in
his or her delusions of competence.

All three of these strategies are the
result of not dealing with the
problem early on. Many managers
find dealing with incompetence
very difficult. The scenario that all
managers hate is as follows: show
a subordinate a low mark on their
appraisal form. The employee first
wants the behaviour defined; then
wants an example of when this
behaviour occurred; then argues
about how this incident occurred
and how typical it was. The net
result is a row about the past and
frustration on the part of both.

A different and more successful
method is the problem-solving

approach. This insists that one still
shows the low score but, rather
than attempting to explain it, one
describes what needs to be done
differently to achieve a higher
score. The emphasis is on the
future not the past; on a clear
description of the desirable
behaviour, not the incompetent
behaviour. The touchy or sensitive
employee normally responds to this
reasonably well. Nevertheless,
there are those who cannot, or will
not, respond to good management.
They may be unable to do the job
due to not having the ability to learn
ever-changing tasks fast enough.
They may be distracted by
problems at home or more likely
they have been managed very
poorly in the past.

There is really only a very limited
number of things that can be done
with the really incompetent. Buy
them out, which may be the best
solution for all concerned; raise the
game by making sure they are
given ever higher but reachable
targets. A final strategy is to insist
that they have an annual
psychological test where a
disinterested outside consultant
does a motivational analysis and
has the power to recommend that
they be let go - not encouraged to
go to another part of the
organisation, but into the bracing
waters of the job market.
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15 What criticism does the writer make of managers in the last paragraph?
A They lose interest in the issue of incompetent employers.
B They fail to take a firm line with inefficient employees.
C They have little idea of what is really required of their staff.
D They often make bad decisions when choosing new staff.

16 What is the effect of the first of the methods suggested for dealing with incompetent staff?
A It has only a short-term effect on the problem.
B It means that better workers will not have to work so hard.
C It makes good workers aware that problems are being dealt with.
D It sends a negative message to those who do their job well.

17 In both the second and third ineffective methods of dealing with incompetent employees, the
managers’ aim is to

A have all of the incompetent staff working in the same part of the company.

B improve the attitude pdf the incompetent staff to work by giving them promotion.
C put the incompetent staff in a situation where they can do as little harm s possible.
D make the work so unattractive that the incompetent staff want to leave.

18 The writer says in the fifth paragraph that employees who are given a low mark on their appraisal
form will

A demand a detailed explanation of what they have done wrong.

B claim that special circumstances have had an effect on their work.
C deny that their work has been in any way unsatisfactory.

D argue that they find the work they have had to do frustrating.

19 In the sixth paragraph the writer says that when talking to an incompetent employee a manager
should

A make no reference to the most recent appraisal mark.

B compare the work of the employee with that of more efficient workers.
C make clear what will happen if performance does not improve.

D explain to the employee how he or she can gain a better mark.

20 What does the writer suggest as a way to deal with incompetent employees who fail to respond even
to a problem-solving approach?

A Set them targets which it would be impossible to attain.
B Give them a test designed to identify their strengths.

C Pay them a sum of money to leave the company.

D Get an outside consultant to find them another job.

From Cambridge English Business Certificates Handbook for Teachers
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every A1 organisation's itsAai shareaz ofAai1 employeesB1 fromai hellsz theai1 lazyAa2 deluded
hypochondriac underAi performersBi1 theyai1 areai difficultar toA1 manages: andai miserableB1 toA1
workA: withar theirai productivityc:1 isAa1 lowa2 andai theirai abilityer toaAi poisons2 staff a2
moralec2 highaz theyai area1 alas alwaysai1 wella1 entrenched andai managements2 resistant
interestingly theirat numbersai inAt anyai organisation havea:r morea1 todowiths2 managementsz s
refusalct toa1 dealwithe1 thea: situatione1 thana: withar poorai selections2 thatai isa1 theira:
existences2 inA1 theai organisation isA:1 nearlyAa2z alwaysai dues: toAar aaAi1 longai lineaz ofai
weakB1 managersA2 whoai haveair declineds2 toai tackles2 theai problema: traditionallys2 therea1
arear threeai classice2 ineffective waysa2 ofAa1 d ealing witha1 theat incompetent thea: firsta:
iSA1 toA1 ignores2 theai problemai1 hopinga2 thata:t itAa1 willat goawaysi rathers: thanai
confrontc2 lazinessB2 oraAi seriousBi absenteeism theAai managera2 givesa:r theai employeesB1 less A2
workAat toA1 doAi thisai inevitablyci leadstos2 frustratione2 onAi1 thea: parta1 ofa1 thea: goodai
hardworking staffA2 whoaA1 seea:i theai1 problemai1 employeep: gettingawaywiths2 itA1 theai1 seconda1
approachs1 whichat hasAi traditionallys2 beena1 theait mostaz favouredc2 isA1 toAr passaz themai
onai therea1 isa1t wusuallyA2 aaA1 partAar ofA1 anyait businessai wherear peopleai believeaz theai
poor A1 performerei cana:t doAa:t noA: damagesi alternativelys2 poorai performerse: canAi1 bea:i
movedA2 toa1 anothera2z branchei inAi1 theAi dreariest partA1 ofAi1 townAi1 orai toai anothera2
townat orAi evenA2 toAi1 anotheraz countryAa:r aai cleverar variant ofAi thisai1 tacticci isa1 toa1
herd alla1 theait incompetent employeese: intoAr oneaAi partAir ofAar1 theAir companyaz thatait isa1
thenar soldaz offa2 orai privatised therear isAait aAi1 thirdA2 approachs: whicha1 isA1 toa1
promoteB1 thea: incompetent thisat soundsa2 bizarree2 andai exceedingly stupide: buta:i isAa1 notai
infrequently adoptede2z theai ideaaz isa1 thata1 althoughei theseA1r postsaz areai quitea2 seniorBs2
andat wellar paida1 theat actualez jobsai area: fairlys1 pointlessness inA1 whicha1 incompetent
peopleAa1 cana1 hides1 withoutA2z doingai anyA1 seriousB: damagesi thea: employeeB1 isAi thuss2

confirmedB: inA1 hisat orat herai delusions ofA1 competenceci

allar  threea1 ofA1 theseai strategiess2 arear theaAi resultB1 ofAi1 nota1 dealingwithe:r thea1
problemA1 earlyA1 onAi1 manyAi managersAa2 findai1 dealingwiths:1 incompetence veryai difficultar thea1
scenarioc2 thata: allat managersa2 hateAa2 isa: asfollowse2 showai aa1 subordinate aa1 lowa2
marka2 onaA: theirai appraisal forma2 theai employees: firstar wantsar thea: behaviours1 defineds2
thenat wantsa1 anaAi examplear ofait whenait thisa1 behaviours: occurreds2 thenai arguessi aboutAi
howa: thisai1 incidente2 occurreds2 anda: howai typicalB: itAar wasAi1 theat netAa2 resultBr isAx
aA1 rowB:i aboutAa1 thea: pastair andai frustrations2 onai theai1 partair ofAi bothat aa1

differentAr  andA1 morea:r successfuler methodsi isA:1 theai1 problemai solvinge: approachsi thisat
insistse1 thatA: onear stillaz showsa: thear lowA2 scoresr butar rathersi thanai attemptinges: toa1
explainA2 itat oneai describesa2 whata1 needstoAa1r beai done differentlyst toA1 achievesi aaAi
highera2 scoresi1 theai emphasisB2 isA1 onAi1 thea: futurea2 nota: theai pastar onai aaA1 cleara2
descriptions1  of A1 thea: desirables2 behavioursi notai thea: incompetent behaviouret theai touchy
orAi sensitives2 employeest normallys:1 respondsez toaAi1 thisat reasonablysi wella1 neverthelesss2
therear areair thoseat whoAt cannotait orai1 willa1 nota: respondez goodAi managements2 theyai
mayA1 beat unablesi toai1 doai1 theat jobat duesi toat notat havingat theai abilitysr toai
learnA1  everA2 changinga: taskse2 fastai1 enoughA2z theyar mayair bea1 distracteds2 bya2 problemsai
ata1 homeAi1 ora1 moreait likelyst theya:r havealr beenA:r manageds: veryAir poorlyci inaAa1 theai
pastar thereai1 isA1 reallyAa1r onlyAar aa1 veryai limiteds: numberai ofAi thingsa1 thatAa1 canai

beai done withat theail reallyar incompetent buyair thema: outaz whichat mayair beair theai
besta1 solutions1 fora:i alla1 concerneds2 raiseBi1 theAir gamea: bya2 makingsurea2 theyar areai
givenAl everA2 higheraz butai reachable targetss2 aaA1 finala2 strategysz isA1 toait insistB:r thata1
theyar havea1 anai annualBi psychologicale2z testa1 wherear aa: disinterested outsidea: consultants2
doesAat aA1 motivational analysise2 andAi1 hasAi1 theait powersi toAa:t recommends: thatai theyai
beair letgocz notAa1 encouragedBi toA1 goA1 toAi anotheraz partar ofa1 theai organisation buta1

intoa1 thear bracing watersar ofAi1 theat jobAi marketa2
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Questions

what A1 criticisme2 doesai1 theai writere1 makeofA2 managersA2 inA1 theAi lastai paragraphB: aa1
theyar loseA2 interestB1 inA1 theai issueBt ofAi incompetent employerss1 b theyai failtos2 takea1
aa1 firme1 lineaz withat inefficientct employeess: ¢ theyar havea:r littlea1r ideaaz ofai1 whatat
isAa1  reallyar requirede1 ofai theira1 staffaz d theya: oftenar makea: badai decisionse1 when a1
choosingAa1 newa1 staffa2 whatai1 isAa1 thea1 effecter ofa1r theai firstar ofAi thea1 methodss1
suggested Bt forai1 dealingwithB:1 incompetent staffaz aa1 itat hasait onlyAar aai1 shortterms2 effectst
onai1 theair problemair b itA1 meansaz thatai bettera1 workersaz willar notai1 haveail toai
workAat soa2 hardai1 ¢ itar makesA1 goodAi1 workersa2 awares2 thatai problemsai1 areai beingail
dealtwithe: d itAar sendsat aA1 negativeA2 messageAl toA1 thoseAr whoAi doAi theira1 jobai
wellat  ina1  bothai1 theair seconda1r andAi thirdA2 ineffective methodse1 ofai dealing withs1
incompetent employeesB:1 theAir managersAa2z aimBi1 isAit toA1 aAir havea:r allar ofar thea:
incompetent staffA2 workingAt inA1 theA1 sameaA1 partair ofai1 theai companyA2 b improvea2 theai
attitudes:r pdf thea1 incompetent staffaz toa1 workai bya2 givingar themai promotionB2 ¢ puta:
thear incompetent staffAz inA1 aA1 situationer whereAa1 theyAi1 cana1 doar asai1 littlear harmse2 s
possiblear d makea1 theat workAa1 soA2 unattractives2 thata: theai incompetent staffaz wantai
toar leavear thear writerB: saysat inAi1 theai1 fifthaz paragraphe: thata: employeese: whoa:r areai
givenAal aA1 lowa2 marka2 onaAi1 theira: appraisal forma2 willat aA: demande: aA1 detaileds2
explanationet of A1 whata1 theyat havear done wrongait b claime2 thatAa:i specialA2 circumstances B2
haveAar hadai1 ana1 effectBt onait theirat workAair ¢ denys2 thatai theirar worka1 hasai1 beenai
inA1 anyAir wayA2 unsatisfactorys2 d arguesi thatai1 theya: finda1 theat workait theyail haveat
hada1 toai1 doa1 frustratingc: inA:1 theAa1 sixthA2 paragraphei thea: writere1 saysai1 thata1 whenai
talkingar toa: anai incompetent employeeB: aA: managera2 shouldaz aa1 makeat noair references2
toar theAa1 mostaz recents1 appraisal markA2 b compares1 thea:r workair ofai theai employees1
withat thatAar ofA1 morear efficienter workersa2 ¢ makeAir cleara2 whata1 willar  happena2 ifa2
performances1 doesAil notait improveA2z d explaina2z toAi1 theAir employees: howat heAa1r ora1 sheat
canAl gainBl1 aA1 betterar markaz whatAai doesAa1 theai writerB1 suggestB:i asA1 aAi wayA2 toAi
dealwithe1 incompetent employeess1 whoA1 failtos2 responds2 evenA2 toAir aA:i problemai solvings1
approachB1 aA1 setA2 themai targetss2 whichat itAa1 wouldar beai1 impossibleB1 toai attainci b
givea:r thema: aaA1 testar designedtos2 identifye2 theirai1 strengthsez ¢ payair themai aaAi1 sumsi
ofA1 moneyAi toair leaveAa1r theA1 companyA2z d getA1 anaAi outsidear consultants2 toai finda1l

them a1  anotheraz ' ioba1



