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SERIES 4 EXAMINATION 2004

ENGLISH FOR COMMERCE

LEVEL 1
(Code No: 1042)

TUESDAY 23 NOVEMBER

__________

Instructions to Candidates

(a)
The time allowed for this examination is 2 hours.

(b)
Answer all 3 questions.

(c)
All answers must be clearly and correctly numbered but need not be in numerical order.

(d)
Credit will be given for appropriate use of complex sentences, punctuation and vocabulary, and for grammatical accuracy.

(e)
When you finish, check your work carefully.

(f)
The use of standard English dictionaries and cordless non-programmable calculators is permitted.  Candidates whose first language is not English may use a bilingual dictionary.
__________

QUESTION 1

Write about 200 words on ONE of the following topics:

(a)
Describe a shop, office or factory which you know well, and suggest ways to improve it.

(b)
What are the advantages and disadvantages of leaving school and starting work at the age of 16?

(c)
Describe some of the pleasures and problems of the first few days in a new job or at the start of a new course of study.

(d)
What can customers do if a business gives them poor service or sells them faulty goods?

(e)
Some friends want to open a restaurant in your town.  What helpful advice can you give them?

(f)
How useful are credit cards?

(40 marks)

QUESTION 2

Read the following passage carefully, and then answer the questions, using your own words where possible.  Write your answers in complete sentences (except for Question 11).
	Working from Home

In Britain 8 million people work at home.  71% of them believe that their lives are better for two main reasons.  They are less stressful and more enjoyable than when they went out to work in offices or factories.  Some companies encourage their employees to work at home for two days a week.  They work better and faster, and when they return, they are fresher and more enthusiastic.

Working at home has some clear advantages.  People can control their time.  They don’t have to start and finish work at the same time each day.  The daily problems of traffic jams, crowded trains and buses disappear, and they save money on their fares.  They can take a day off, and spend time with their friends and family.  They don’t have to go to meetings, and they can live where they like since they don’t have to commute.

Some women with young children, find working at home especially convenient.  They organise their work around the times when their children need them.  But, what many of them find difficult, is to keep work and home life separate.  School holidays can be difficult too, unless the parent can stop work until school begins again.

There are other disadvantages.  90% believe that the biggest of these is isolation.  Most miss daily contact and chats with colleagues and customers.  When they are busy at home, they may not leave the house for days, possibly seeing no-one different, and only talking to people on the phone. Little difficulties easily become big problems when they can’t turn to a colleague for immediate advice.  It is also easy to forget your own life and work much longer hours at home.  When
home-workers are self-employed, there can be other problems too.  Often, to get more work, you need to meet likely clients.  If they never see you, they forget about you.

To solve these problems, successful home-workers make sure they get out and meet other business people once a week.  Others join clubs of home-workers to share information and experiences.  Some develop a social life with other home-workers.  They re-create some of the best things in normal working lives.




QUESTION 2 CONTINUED

  1
How many people in Britain work at home?
(1 mark)

  2
What are the 2 main ways in which people who work at home think their lives are better.
(2 marks)

  3
Give 3 reasons why some companies like their employees to work at home for


part of each week.
(3 marks)

  4
What time advantages do home-workers experience?
(4 marks)

  5
What travel advantages do they experience?
(3 marks)

  6
Why do some mothers of young children like working at home?
(2 marks)

  7
Give 4 ways in which working alone is a problem for home-workers.
(4 marks)

  8
What time disadvantage do some home-workers experience?
(1 mark)

  9
How can working at home be especially difficult for self-employed people?
(2 marks)

10
Give 2 ways in which home-workers have solved the problem of working alone.
(2 marks)

11
Choose 3 of the following definitions, then find the word in the indicated paragraph which has a similar meaning:


(a)
strained; anxious
(paragraph 1)


(b)
keen; eager
(paragraph 1)


(c)
to travel daily to and from work
(paragraph 2)


(d)
separation; loneliness
(paragraph 4)
(6 marks)

(Total 30 marks)

QUESTION 3

As part of your studies as business students, you and a group of friends have to visit a big city for several days to study its business district, its main shopping area and its public transport.

Write a letter of about 100 words (not counting the words in addresses) to the Information Officer of the Chamber of Commerce asking for information which will help you to plan the visit.

In your letter you should say why you are visiting and give the number of  people in your group and the dates you have available.  Ask for the names, addresses and telephone numbers of companies which welcome visits from students, and ask about hotels near the city centre which are not too expensive.  You would also like someone from the Chamber of Commerce to talk about changes in the city’s transport system in the last 50 years.

(You should make up suitable names and addresses.)

(30 marks)
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SERIES 4 EXAMINATION 2003


ENGLISH FOR COMMERCE


LEVEL 2


(Code No: 2042)

TUESDAY 18 NOVEMBER


________

Instructions to Candidates

(a)
The time allowed for this examination is 2 hours 30 minutes.

(b)
Answer all 3 questions.

(c)
All answers must be clearly and correctly numbered but need not be in numerical order.

(d)
Credit will be given for correct spelling, punctuation and grammar.

(e)
When you finish, check your work carefully.

(f)
The use of standard English dictionaries and cordless non-programmable calculators is permitted.  Candidates whose first language is not English may use a bilingual dictionary.
________

2042/4/03/F
ASE 2042 4 03 1

QUESTION 1

Write about 300 words on ONE of the following subjects:
(a)
In your opinion, should there be a maximum number of hours per week that workers should be allowed to work?  Give reasons for your answer.

(b)
How does advertising benefit the consumer?

(c)
“The receptionist performs a vital role in the success of a company.”  Comment on this statement.

(d)
Are monopolies bad for consumers?

(e)
Traffic congestion, jams and delays cause businesses to lose much money.  Suggest ways to reduce or overcome them.

(f)
Outline some of the differences between a good and a bad shop assistant.

(40 marks)
QUESTION 2
Carefully read the following passage, which contains about 400 words.  Then, using your own words as far as possible, write a summary of it in not more than 120 words.  Finally, supply an appropriate title for your summary.

	Crucially important to making any business competitive and successful, whatever it deals with, is how it uses its workforce.  This, contrary to what many people may think, does not mean increasing the number of hours employees are required to work, but means instead introducing more flexible working arrangements.  Overwork leads to less prolific workers and a less efficient business.

Apparently, other countries produce more, earn more, but work much shorter hours.  Last year it was stated that to overcome the productivity gap between the UK and other European countries, British companies needed to adopt new, flexible working methods which would actually reduce the average number of hours worked.  The Trade and Industry Secretary recently informed a trades union conference that radical alterations were needed to turn around the country’s long-hours culture, and she stated that laws would be passed to bring about the change.  She told conference delegates, “In 5 years’ time we will have failed if we have not made progress in cutting excessive working hours.”

Some people are against the idea of reduced working hours and say that the government should not interfere, but leave the matter to be discussed and decided on by employers and workers.  The government was hoping that if the employees and unions were happy to work together, the case for having shorter working hours and more flexible arrangements would become generally acceptable.

It is estimated by many people concerned in this matter that greater flexibility and a better balance between working and non-working life would bring several benefits to businesses of all sizes, shapes and sectors.  The greatest benefits include recruiting and retaining staff, which is often expensive and time-consuming, improvements in service to customers, and less sickness, stress and absenteeism.  If these points are ignored it can turn out to be very costly for a company.  Also, if the changes are brought about, there would be great improvements in many aspects of working life, for example, productivity, performance, morale, loyalty and adaptability.  A number of employers have already voluntarily brought into being strategies to improve the working arrangements of their workers, and not always with grants from the government.  For many of these employers it has led to an extremely motivated, efficient and committed workforce.

So it seems that, for the benefits of both employers and employees, changes in utilising the workforce must be made – and quickly. 


(30 marks)
2042/4/03

QUESTION 3
Write a correctly laid out reply to the following letter which has just been received by your company.  Date your letter appropriately.

	Workers’ Union

Seymour House

21 Lyall Road

London

SE99 9JD

14 November 2003

Mr R MacCleod

Managing Director

Francis & Co Ltd

Thomas Road

Exeter

EX98 8YY

Dear Mr MacCleod

I am writing on behalf of one of our members, Miss Tessa Hammett, who has been employed in your factory for the past 6 years.

On 10 October this year, at 2.30pm, Miss Hammett slipped on some oil in your factory; it had been spilled by another of your employees and had not been cleaned up.  As a result of the fall Miss Hammett sustained injuries to her spine which have prevented her from working.  She has to attend hospital for treatment twice weekly.  The last time she went she was told that she would be unable to work for at least another 6 months.  She is worried in case she will lose her job after such a long absence.

Could you please inform me why the oil was not cleaned up immediately it was spilled, as it should have been under Health and Safety regulations?  Could you also give assurances that Miss Hammett will receive her full wages during her absence and will be reinstated in her job when she has recovered, as it was not her fault that she was injured?

If you would like me to visit your company to discuss the matter fully, please let me know dates that are convenient for you.

Yours sincerely

Jane Moyes

Jane Moyes

Union Negotiator




(30 marks)

2042/4/03
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SERIES 4 EXAMINATION 2004

ENGLISH FOR COMMERCE

LEVEL 3

(Code No: 3042)

THURSDAY 20 NOVEMBER

__________

Instructions to Candidates

(a)
The time allowed for this examination is 3 hours.

(b)
Answer all 4 questions.

(c)
All questions carry equal marks.

(d)
All answers must be clearly and correctly numbered but need not be in numerical order.

(e)
While formal accuracy is expected, adequate and appropriate communication is essential and candidates must judge the length of their answers in this light.

(f)
When you finish, check your work carefully.

(g)
The use of standard English dictionaries and cordless non-programmable calculators is permitted.  Candidates whose first language is not English may use a bilingual dictionary.
__________

3042/4/03/F
ASE 3042 4 03 1

QUESTION 1

Write 400-500 words on ONE of the following topics:

(a) How far do you think a successful business career depends on the education a person receives?

(b) “Small companies must always be prepared to diversify in order to adapt to the current market.”  To what extent would you agree with this statement?

(c) What, in your opinion, constitutes a good staff retention policy?

(d) Describe one or more organisations familiar to you that have undergone an effective image change.

(e) What are the advantages of job sharing, both for the individual and the company?

(f) You MD recently expressed concern about the small number of women in key jobs in your organisation, a large mail order firm.  He has asked you to explore the situation and report back to him with recommendations in time for the next staffing review.  Write the report.

(25 marks)

3042/4/03

QUESTION 2

Read the following passage carefully, then answer the questions which follow.

	WHISTLING IN THE WIND

The UK government’s self-imposed target of a 20% reduction in greenhouse gas emissions by 2010 appears to be a lot of hot air.  A government report shows that the proportion of power generated from clean sources fell last year from 2.8% to 2.6%.  The government’s environmental commitment was further tarnished when it funded the construction of coal-using power plants in South East Asia.  Without this funding the “dirty” power stations would not have been built.

The UK is one of the biggest polluters in Europe, with carbon dioxide emissions 50% greater than France.  The US produces 25% of the global total of greenhouse gases, one of the main causes of which is the burning of fossil fuels to produce electricity.  UK businesses have been incredibly slow to convert to clean energy.  Most profess to be in favour of the idea, but say they have greater priorities.  It would appear that businesses have 999 other things to occupy their minds than environmental issues.  Further, there is no particular pressure on them to do so.  For businesses to switch to clean energy, it will have to be the case that they save money by so doing, rather than switching merely for the sake of the environment.

It is not only profit margins that hinder the conversion to renewable energy.  Recently the UK Defence Department claimed that wind farms could threaten national security because the movement of the turbines affected radar used to detect low-flying aircraft.  As a result of this a major wind farm development in the North West was abandoned.  This was unnecessary, since other countries, including the US and Germany, have managed to resolve this particular difficulty.

Within the work environment, air-conditioning is one of the most energy-hungry utilities.  Other guzzlers of office energy include old TV-style computer screens, and photocopiers and printers that are over-used and left switched on throughout the day and often overnight.

Several forward-thinking UK companies have already adopted green energy practices that have in many cases cut, rather than increased, company costs.  The most energy-efficient commercial office in the UK uses energy generated by solar roof panels.  In addition, the roof actually has a wild meadow growing on it.  This acts as an air-conditioner, trapping heat in the building during the winter months but keeping it cool in summer.  The building is also air-assisted rather than air-conditioned, using vents that draw in cool air from outside.

Companies not affluent enough to modify their buildings can still make effective changes.  Using solar shading to keep the sun off the windows in hot weather will reduce reliance on costly air-conditioning.  In winter as much light as possible should be let into the building to save on lighting expenditure.  Low energy light bulbs and flat screen computers, which push out less heat, should be used, and workers should always switch them off at night.  One London council has its domestic rubbish burned to produce energy, and one Internet bank’s headquarters is run entirely on energy produced from human waste, using sewage gas technology to generate electricity  Finally, another bank generates 90% of its own power from a turbine on a disused ship canal.  These firms have proved that the transformation is possible.

For smaller firms, the Greenpeace organisation and energy supplier n-power is promoting Juice, a green electricity supply costing no more than normal.  The more subscribers who sign up, the more new wind power stations will be built by n-power.  Connections to the green supply are instant.  Organisations like People and Planet are campaigning to get universities to switch to 100% renewable electricity.  The UK government is finally pushing businesses towards a lower carbon economy.  Businesses are about to become liable for the climate change levy, which will add 15%




3042/4/03
CONTINUED ON NEXT PAGE

QUESTION 2 CONTINUED

	to typical energy bills.  Businesses that accept and subsequently meet energy reduction targets will receive an 80% levy discount until the year 2113.  There is also the government’s energy efficiency best practice programme, which is designed to help organisations to cut their energy bills by 10-20%.  It provides independent advice and assistance to all UK organisations.

If the government wants the UK to meet the emissions targets it set itself after the Kyoto Summit on greenhouse emissions, it will have to do more to convince the British public and businesses alike that renewable energy is not only a viable option but a necessary one too.

Adapted from The Guardian Office Hours



(a) Write down 3 factors mentioned in the passage which increase energy consumption in the 

average office.

(3 marks)

(b) For what major reason, apart from cost, have UK businesses been slow to adopt a clean

energy policy?

(1 mark)

(c) From the passage identify 3 ways in which any firm can reduce energy consumption.

(2 marks)

(d) Does the information in the passage indicate that, with regard to clean energy, the UK

government's sole initiative has been to impose a tax on businesses?  Give some evidence from

the passage to support your answer.

(2 marks)

(e) On what factor does the future expansion of Juice mainly depend?

(1 mark)

(f) According to the passage, what would influence UK businesses the most to adopt a clean energy

policy?

(1 mark)

(g) State 2 reasons from the passage which indicate that the UK’s emission reduction target is

unrealistic

(2 marks)

(h) Give 2 examples from the passage of innovative clean energy practice.

(2 marks)

(i) In your own words explain the following terms as they are used in the passage:

(i)
self-imposed target
(paragraph 1)


(ii)
domestic rubbish
(paragraph 6)


(iii)
viable option
(paragraph 8)
(6 marks)

(j) Quote 2 phrases, one from the first paragraph and one from the final paragraph, which indicate that the UK government’s commitment to a renewable energy policy is suspect.  Do not write more than 6 words for each phrase.
(2 marks)

(k) How appropriate do you consider the title of the passage?  Give reasons for your answer.

(3 marks)

(Total 25 marks)

3042/4/03

QUESTION 3

Make a summary of the main points of the following passage in your own words. Your summary should be no more than 180 words.  Supply a title for your summary.

	All too often the biggest blunder made by business owners is when they want to sell the business.  So many owners, when they put their businesses on the market, are badly prepared for prospective buyers.  They continue to keep their taxable profit as low as they can, forgetting that this is the opposite of what they should be doing to prepare the business for sale.  Shabby preparation knocks about 25% off the price that a business could get.  Some businesses try to sell with no accounts information at all, rendering the business unsaleable.

Selling a company, however, involves more than just brushing up your records.  Just as a few hundred pounds spent decorating your home can add thousands to its value, presenting a business cleverly can also bump up its price.

First you have to appear to be in control of the business.  Be aware of keeping work and leisure areas separate, and keep the premises tidy and uncluttered.  Piles of invoices impress nobody.  Smart timing can also help to boost the price.  Demand for small businesses is always high when property prices are booming.  High property prices encourage people to use the equity in their homes to buy a business.  Also, choosing the right time of year is a key factor.  In autumn people have an eye on the Christmas trade, and in spring you catch buyers looking to complete the sale in summer.

Sound tactics are also important.  Don’t keep the fact that you are selling a secret.  Let your staff know the score, that their jobs are protected and the business will continue.  Many sales have been lost because disgruntled and uninformed staff have walked out!

Although many owners will choose to sell their business through an agent or simply by advertising it, a more careful search for a buyer can push the price even higher.  Do some research and find out who wants to expand in your region.  Don’t make the mistake of grabbing the first offer that comes along.  Lack of patience and exploration of would-be purchasers will lead to settling for a lower price than the true worth of the business.

Sellers should be wary of unsolicited offers for the business.  A favourite tactic of some buyers is to make an offer on the basis that the business remains unadvertised.  Owners are often flattered and accept the sum offered, most often to their loss.

Remember that business buyers follow fashion.  Currently popular areas of business will sell well; others may take longer, and it may be best to hang on until a more favourable time.  Companies in finance – insurance brokers and accountants – are the most valuable businesses.  Their average price is 15 times the annual profits.  Gyms and shops come next – they reach about 13 – while construction firms are less popular, receiving just ten times the profits.

Most businesses are sold so that the owners can enjoy the money.  The odd thing is that selling up and buying a yacht or a holiday home rarely keeps them happy.  Research shows that two-thirds of sellers go straight back into business again.

(Adapted from The Sunday Times Small Business Section)



(25 marks)
3042/4/03
OVER

QUESTION 4

You work as the Regional Delivery Manager for a large supermarket chain.  Three months ago the firm set up an on-line ordering and delivery service for customers.  Customer use of this has exceeded expectations, and the service has been under some pressure.  As a result there have been a number of complaints, and this has attracted the notice of your MD, who has asked for an explanation.  In a recent conversation he had with the On-line Warehouse Manager, there was mention of hurriedly trained staff, customer ordering inaccuracy, and several other “hiccups” affecting the service.  The dissatisfied customers represent a very small section of the overall business generated.

Write a letter to the MD, giving a clear but diplomatic explanation for the complaints he has outlined.  You will need to invent suitable names and addresses, but you may assume that headed paper is used.

(25 marks)

3042/4/03
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