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T i p s  f o r  T e s t  T a k e r s  t e l c  E n g l i s h  A 2 ·B 1

I n t r o d u c t i o n
Dear Reader,

This booklet is designed to help you prepare for the examination telc English A2 · B1, telc English A2·B1 
Business and telc English A2 · B1 School. The structure and the level of difficulty the examinations are 
the same, but the topics are tailored to the individual target groups.

Before you get started, here are a few things to consider:
•	 First of all, you should become familiar with the format of the examination. This booklet 

describes the structure of the examination and the different task types.

•	 Secondly, you should make sure that the test level A2 · B1 corresponds to your English skills. 
This booklet includes the descriptions of the Common European Framework of Reference for 
levels A2 and B1 to help you with your decision. 

•	 After you have determined that the A2 · B1 examination is the right choice for you, you can start 
to prepare for the test. This booklet briefly describes a variety of practice material that will help 
you get ready for the examination. 

•	 In addition, this booklet includes some useful tips and tricks for the examination itself, which will 
help you to feel more at ease on the day.

•	 Finally, this booklet explains how the test is evaluated. telc applies a transparent system which 
is easy to understand. With this information, you know what to concentrate on and how to avoid 
typical mistakes. 

By the way, you do not have to read this booklet from cover to cover. The chapters that describe the 
four subtests – Listening, Reading, Writing and Speaking – are probably the most important for 
you. In order to get the most out of those chapters, we recommend that you work with the mock 
examination at the same time. For example, study the chapter on “Reading” while you work through 
the Reading section of the mock examination.

We hope this booklet helps you to pass the examination successfully … 

The telc English Team
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T i p s  f o r  T e s t  T a k e r s  t e l c  E n g l i s h  A 2 ·B 1

T h e  F o r m a t  o f  t h e  E x a m i n a t i o n
telc English A2 · B1, telc English A2·B1 Business and telc English A2 · B1 School are dual-level 
examinations. They measure your language competence across two different levels. 

The advantage of these dual-level examinations is that they measure your individual competencies 
in separate areas. Your reading skills, for example, may be at level A2 whereas your spoken English 
may already be at level B1. Your examination certificate will therefore not only document the overall 
level you have achieved (A2 or B1), but also break your results down into three separate sections: 
Listening/Reading, Writing and Speaking. Furthermore, for those of you who need the certificate for a 
job application, your employer might find it useful to see your individual competencies in spoken and in 
written English instead of just getting an overall impression.

telc English A2 · B1, telc English A2·B1 Business and telc English A2 · B1 School are divided into four 
subtests: Listening, Reading, Writing and Speaking.

Each subtest consists of several tasks that test a variety of skills. On page 5 of the mock examination 
booklet you can find a detailed overview of the structure of the examination, the task types and the time 
you have to complete each task. 

The Listening and Reading subtests consist of multiple-choice questions, true or false statements or 
matching items: 

•	 Multiple-choice items give you a choice of three different answers: a, b or c. The possible 
answers are listed in alphabetical order, so don’t be surprised if you tick one letter more often 
than another.

•	 True-false items are those in which you have to decide whether a statement is true or false. 
You only have two options for your answer, but true-false items can be tricky, so make sure that 
you read each statement carefully. 

•	 Matching items have several short texts and a list of statements. In order to find out which text 
matches each statement, read carefully and pick out key words. The wording in the statements 
will generally be similar to what you read or hear in the text, but not identical.
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T i p s  f o r  T e s t  T a k e r s  t e l c  E n g l i s h  A 2 ·B 1

C o m p e t e n c e  L e v e l s  A 2  a n d  B 1
telc examinations are aligned to the Common European Framework of Reference for Languages: 
Learning, teaching, assessment (CEFR). 

The CEFR provides the basis for the development of teaching plans and 
examinations as well as teaching and learning materials for all of Europe. It is 
organised according to six levels of competence and specifies what learners at 
each stage are able to understand and express.

The CEFR defines six internationally comparable levels of progress: 
A1 and A2: basic language skills 
B1 and B2: independent use of language 
C1 and C2: proficient use of language

Global Scale

Independent User B1

Can understand the main points of clear standard input on familiar 
matters regularly encountered in work, leisure, school, etc. Can deal 
with most situations likely to arise whilst travelling in an area where the 
language is spoken. Can produce simple connected text on topics which 
are familiar or of personal interest. Can describe experiences and 
events, dreams, hopes and ambitions and briefly give reasons and 
explanations for opinions and plans.

Basic User A2

Can understand sentences and frequently used expressions related 
to areas of most immediate relevance (e. g. very basic personal and 
family information, shopping, local geography, employment). Can 
communicate in simple and routine tasks requiring a simple and direct 
exchange of information on familiar and routine matters. Can 
describe in simple terms aspects of his/her background, immediate 
environment and matters in areas of immediate need.
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T i p s  f o r  T e s t  T a k e r s  t e l c  E n g l i s h  A 2 ·B 1

Te s t  P r e p a r a t i o n
telc offers a variety of material that helps you prepare for the test:

The mock examinations telc English A2 · B1, telc English A2·B1 Business and telc English A2 · B1 
School show you what to expect in the examination and allow you to simulate the precise conditions 
under which the examinations take place. PLEASE NOTE: If you don’t have much time to prepare for 
your examination, you should at least work through the mock examination.

The practice booklet From A to B is mainly intended for adult learners. It contains a number of tasks 
that have exactly the same format as the tasks in the examination. In addition, the booklet offers a 
variety of communicative exercises that will help you improve your everyday English. 

The Phrase Box (English-German) is based on the concept of a five-level flash card system, designed 
specifically for German speakers wanting to learn English vocabulary, sentence structure and common 
phrases in an effective and methodical way. 

The Classroom Activities are especially tailored for telc English School examinations. They offer a 
rich variety of vocabulary, speaking, writing, listening and reading activities. Although they are primarily 
designed for teachers, most of them can also be used for self-study purposes.

This booklet Tips for Test Takers explains each task in the telc English A2 · B1, telc English A2·B1 
Business and telc English A2 · B1 School examinations and gives you ideas on how you can best prepare. 

The telc preparation material, including mock examinations, can be downloaded or bought from the 
online shop at www.telc.net. 
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T i p s  f o r  T e s t  T a k e r s  t e l c  E n g l i s h  A 2 ·B 1

B e f o r e  a nd  on  t h e  D a y  o f  E x a m in a t i o n
No amount of test psychology can replace the tried-and-true method of good preparation, but feeling at 
ease during the test will positively influence your actual test results.

The day before the test

•	 Locate the things you need to take with you: identification card, pencils, eraser and watch.

•	 Double-check the time and location of your examination.

•	 Get a good night’s sleep.

During the exam

•	 Before the exam starts, switch off and hand in your mobile phone.

•	 Listen carefully to the invigilator and follow the instructions. If you don’t understand what you are 
expected to do, ask.

•	 Keep an eye on the time, but don’t rush through the test. 

•	 Answer the questions to the best of your knowledge. There are no penalties for incorrect 
answers.

•	 Allow time to double-check your answers. Correct any errors that you find. 

•	 Do not cheat. If you do, you will be excluded from the examination.
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L i s t e n i n g
In the Listening subtest you are required to 
understand spoken English in everyday 
situations: voice mail messages, public 
announcements, conversations between two 
people and a short radio programme. The 
people you will hear on the audio CD are 
native speakers – mostly from the USA and 
the UK – and speak very clearly. 

Since the announcements and conversations 
are put in realistic scenarios, you may hear 
some minor background noise (e. g. street 
noise) in some cases. Don’t let that distract 
you, it’s just like in everyday life. 

The Listening subtest is divided into four parts, each part requiring different listening skills. Depending 
on your personal experience, you may find some tasks easier than others. Maybe you have no difficulty 
understanding voice mail messages, while following conversations between people is more challenging. 
The better you know your strengths and weaknesses, the better you can prepare for each task.

By the way, the telc practice material contains audio scripts for each text you hear. If you have 
difficulty understanding spoken English, read the audio script while you are listening to the recording. 
Then listen to the recording again without the audio script. In this way, you will gradually improve your 
listening competence. Also, keep in mind that you don’t need to understand every single word in order to 
answer the questions correctly. 

The Listening section of the examination takes about 25 minutes. You will hear each text once. After 
the CD has started, it cannot be stopped. The task instructions are written in the test booklet and they 
are also recorded on the CD. This allows you to read them while you are listening. For some tasks, an 
example is given. 

In the Listening subtests, there is always a short break before each audio text is played. In Parts 1, 2 
and 3 there is a break of ten seconds, in Part 4 there is a break of one minute. Use this time to read the 
answer choices carefully so that you know what to listen for when you hear the recording. If you find the 
breaks between the audio texts too long, simply use the extra time for relaxation. Do not go back and 
forth in your test booklet because this might distract you from the task.

After each audio text is played, decide on the correct answer. Mark the answer on the answer sheet.
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L i s t e n i n g ,  P a r t  1
Task
You will hear four voice mail messages in a personal, work-related or school context. For each 
message, there is one multiple-choice question with three options. The task is to choose the correct 
statement for each message. Only one option is correct. 

Listening strategy
Read the multiple-choice question carefully and identify the specific detail that you have to listen for; 
for example, where to go, what to do or when to meet someone. 

Be prepared to hear several pieces of information that may sound quite similar. If you have to listen for a 
particular place, for example, several places may be mentioned in the recording. Pick out the one that is 
relevant to the question and don’t let the other pieces of information distract you.

Even if you think you already know the answer, listen to the end of the audio recording. The 
information you are looking for may be mentioned at the beginning, in the middle or at the end of the 
audio text.

L i s t e n i n g ,  P a r t  2
Task
You will hear five public announcements. These include information on the radio, such as the weather 
forecast, traffic news, upcoming events, commercials, etc. or public announcements at a train station, in 
a shop, at the airport, etc. For each announcement, there is one multiple-choice question with three 
options. The task is to choose the correct statement for each announcement. Only one option is correct. 

Listening strategy 
The first multiple-choice question (item 5) is a little different from the others. Here, you will have to 
identify which type of announcement you are listening to. Is it, for example, the weather forecast, the 
traffic news or the ski and snow report? So, pay special attention to the overall message of the audio 
text and don’t get caught up in any details. 

The other questions (items 6–9) work in a similar way to the questions in Part 1 of the Listening subtest. 
You can apply the same strategies, even though the type of information is different. So remember to 
identify the specific detail that you have to listen for first (e. g. which road you have to take). Then pick 
out the relevant piece of information (e. g., if you are planning to go to the airport, you have to take the 
M23, not the M4 or the M76 which are also mentioned on the recording.).

The wording in the multiple-choice questions will generally be different from the wording you hear on 
the recording. For example, the question may read “If you are planning to go to the airport …”, but on the 
recording you will hear “If you are travelling to the International Airport …”. So, listen for paraphrases 
and make sure you have properly understood the message.
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L i s t e n i n g ,  P a r t  3
Task
You will hear four short conversations between two people in a personal, work-related or school 
context. For each conversation, there are two items: a true-false question and a multiple-choice question. 
The task is to decide whether the statement for each conversation is true or false according to what is 
said and also to choose the correct answer from three options. Only one option is correct.

Listening strategy
For the true/false item, it is important that you understand the conversation as a whole. The item 
could be about the reason for the conversation, the relationship between the speakers or the main topic. 
Make sure you read the item carefully. It might state the opposite of what is correct. 

To answer the multiple-choice item, you need to listen to the whole conversation and identify the 
relevant detail. Again, you can apply the same strategies as mentioned above. Also, keep in mind that 
some of the information you will hear is not important for the item, so make sure you don’t lose your 
concentration or get distracted.

L i s t e n i n g ,  P a r t  4
Task
You will hear a short radio programme with four people giving their opinion about an everyday 
topic, for example “Why do people leave their home country and start a new life in another?”. A radio 
presenter introduces the topic and says a few concluding words at the end. Your task is to identify the 
statement that correctly summarises the comment made by each speaker. Two statements do not have a 
match. 

Listening strategy
You have one minute to read the six statements before the recording starts. Read each statement 
slowly and carefully. You may find it helpful to underline the key words. If you have enough time, read the 
statements again.

When you listen to the recording, don’t try to catch every word, but make sure you understand the 
general viewpoint of the speakers. Then, read the statements again and find the best match. 
Sometimes two statements seem to fit, but there is only one that fully reflects the speaker’s comments. 

By the way, don’t add your interpretation to the things that are said. The items are solely based on the 
comments that you will hear. 
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R e a d i n g
The Reading subtest requires overall understanding of written texts in everyday situations in a 
personal, work-related or school context. You need to understand the information in various types of 
texts, such as lists, Internet forums, advertisements, newsletters, information leaflets and emails. 

The Reading subtest is divided into five parts. 
Make sure that you don’t spend too much time 
on one item. If you don’t know the answer, go 
on to the next question. You might have time 
at the end of the Reading subtest to go back 
to any questions you were not sure about.

Some texts are more difficult than others. 
You may find Part 4 of the Reading subtest 
rather challenging as it contains some difficult 
vocabulary and complex sentence structure. 
Keep in mind though that you are not required 
to understand every word or phrase in order to 
answer the questions.

Depending on the level of difficulty and the length of the text, you will probably be able to complete 
certain parts of the Reading subtest faster than others. Use the mock examination or the practice 
booklet to find out how much time you need for each part. If you know which part takes the least time 
and which part takes the longest, you can manage your time during the examination accordingly.

You have 45 minutes to complete this subtest.

R e ad i n g ,  P a r t  1
Task
For each of the five situations, your task is to find relevant information in a list. For example, you will 
see an information board in a shopping centre, at a museum or at the airport. As in authentic situations, 
the information is given in single words or word groups, not in full sentences. For each situation, there is 
a multiple-choice item with three options. Only one option is correct.

Reading strategy
In order to understand the context, be sure to read the brief introduction (e. g. “You plan to go to a trade 
show or expo.”) and the example first. 

Then read and answer the multiple-choice items one by one. Each item outlines a specific situation, 
for example “You are interested in sports clothes”. In order to locate the relevant information in the list 
quickly, focus on relevant sections only. Answer choices (a) and (b) refer to two specific sections of 
the list. Start with those and see if you can find the information you are looking for. If not, check option 
(c). This option always refers to “another” section (other month, other room, etc.). When you scan the 
information in the list, concentrate on the sections that are relevant to the situation. For example, if you 
are interested in sports clothes, you can disregard the sections on food or furniture. 
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The wording in the multiple-choice items will generally be different from the wording in the list. For 
example, you may read “sports clothes” in the item and “sportswear” in the list. So look for paraphrases.

R e ad i n g ,  P a r t  2
Task
In this part, you will see an extract from an Internet forum. The topics are of general interest (e. g. job 
opportunities) in a personal, work-related or school context. The language is rather informal, just as 
people would write in a forum. You will read five questions and eight possible answers. Your task is to 
identify the best answer for each question. In one case, there is no answer for the question.

Reading strategy
First, scan the forum answers and try to grasp the main idea of each answer. Then, read the first 
question carefully and read through the answers again until you find the one that fits. The match doesn’t 
depend on just one word; usually there are several clues in the text. Cross out this answer in the forum 
to make sure you don’t read it again. Then read the next question and go through the remaining 
answers. Remember, for one question there is no answer. 

R e ad i n g ,  P a r t  3
Task
This part consists of three different text types: an advertisement, a newsletter and an official 
email. There are two items for each text: one true/false item and one multiple-choice item. For each 
text, the task is to decide whether the statement is true or false and to choose the correct answer from 
three options. Only one option is correct.

Reading strategy
For the true-false item, it is important to understand the main idea of the text. The item always refers 
to something general; for example, the purpose of the text or the main topic. Make sure you read the 
item carefully. It might state the opposite of what is correct. 

In order to answer the multiple choice item, you have to understand a specific detail in the text.  
As each text is quite short, you should be able to locate the relevant passage(s) quickly. Re-read the 
relevant pieces of information until you fully understand them. Watch out for negations and tenses;  
e. g. a campaign has started or will start soon.

R e ad i n g ,  P a r t  4
Task
In this part you will see a fairly long text with formal or technical features such as an information 
leaflet, rules and regulations, a guarantee or instructions on how to use a particular product. The text is 
related to standard everyday situations. For example, you need to read a patient information leaflet in 
order to find out how to use a certain medication. 
There are three true-false items for this text. The task is to decide whether the three statements are true 
or false according to what is said in the text.

Reading strategy
In order to find and understand specific information in a fairly complex text, read the true-false 
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statements first. Once you know what type of information you are looking for, scan the text and locate 
the relevant passages. Read these passages carefully and decide if the statements are true or false.  
Do not lose time trying to understand unnecessary pieces of information.

The text is divided into several sections separated by subtitles. The subtitles give you a clue as to what 
each section is about, so they can help you navigate around the text and find relevant passages quickly. 

Since the text is relatively long and contains some complex sentence structures and language elements, 
it is mostly geared towards the B1 level. Be aware though that you do not need to understand every 
word or phrase in order to solve the items.

R e ad i n g ,  P a r t  5
Task
This part of the Reading subtest bridges the gap between understanding a text and actively 
engaging with it. You will see a semi-formal letter or email with six gaps. The text could be a request, 
a reminder, a letter of complaint, etc. The task is to choose the correct word or phrase for each gap. The 
multiple-choice questions do not just test grammar and vocabulary, but also your understanding of the 
communicative situation as a whole. Therefore, be prepared to fill the gaps with a variety of different 
words or phrases, including prepositions, verbs, nouns, pronouns and connecting words.

Reading strategy
For this task, it is helpful to be familiar with the main characteristics of semi-formal 
correspondence (e. g. typical greeting and closing sentences, basic structure and layout, etc.). The 
practice booklet From A to B contains a number of emails and letters that will help you become familiar 
with these characteristics. You will find additional examples in textbooks published by various publishing 
houses.

Before you answer the multiple-choice questions, scan the text once so that you have an idea of what it 
is about. Then read the first sentence and see if you can fill the gap(s) without looking at the answer 
choices. Because of your experience with the English language, you may already have an idea of 
what the correct answer may be. Look at the answer choices and see if your idea is listed. If it is, you can 
be pretty sure that this is the correct answer. Of course, this strategy only works if you know the answer 
straight away.

If you are not sure about the answer, try to fill the gap with each of the three answer choices and see 
what the sentence sounds like in each case. Rely on your grammar skills and/or your intuitive knowledge 
of English to decide on the correct answer. Always pay attention to the words before and after the 
gap because you cannot pick out the correct answer without taking the context into consideration. 



16
W

ri
ti

ng
W r i t i n g

T i p s  f o r  T e s t  T a k e r s  t e l c  E n g l i s h  A 2 ·B 1

W r i t i n g
In the Listening and the Reading subtest, you were required to understand a written or spoken text.  
In other words, your passive language skills were tested. Now, in the Writing and in the Speaking 

subtest, you have an opportunity to 
demonstrate your active language skills. 
However, this doesn’t mean that these 
subtests are more difficult. 

As there are no obviously right or wrong 
answers, the evaluation scheme is different. 
The examiners will look at various aspects, 
which will be explained in detail later in this 
chapter. The most important point is that the 
recipient of your email understands your 
message. Grammar and spelling mistakes 
are allowed as long as they don’t make it 
difficult for the reader to understand your text.

Task 
In the Writing subtest, you can choose one of two options: Task A or Task B. One of the tasks always 
relates to an aspect of everyday life (e. g. You write to a language school in order to find out about their 
English courses). The other task is usually set in a general work-related context (e. g. You write to a 
business partner in order to make arrangements for a meeting).

Each task consists of a brief description of a situation and four guiding points. You are expected to 
write an email based on the situation described. In your email, you should cover all four guiding points. 
You may include additional information related to the topic. 

You have 30 minutes to complete this task.

Writing Strategy
Take a few minutes to read the two tasks and decide which one you want to complete. Once you 
have made your decision, stick to it. If you start working on one task, then change your mind and work 
on the other, you will lose too much time.

Before you start writing your email, ask yourself a few questions to make sure that you have 
understood the situation and the four guiding points.

•	 What is the situation?

•	 Who is the recipient of the email?

•	 In which order should I address the four guiding points?

•	 What can I say about each guiding point?

You may find it helpful to underline key words on your task sheet and/or to write down some notes.

Start your email with an appropriate salutation. The salutation “Dear” in combination with the recipient’s 
name is commonly used in British and American English (e. g. “Dear Ms Martin”). If you don’t know the 
person’s name, “Dear Sir or Madam” is an acceptable salutation among a few others. 
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Write an opening sentence in which you state the reason for your email (e. g. “I am writing because …”).

Address the four guiding points in the order that you think is most logical. Write one or two sentences 
for each guiding point. You can write more if you wish. Ideally, you should always write complete sentences 
(e. g. The meeting takes place at 12 o’clock), not sentence fragments (e. g. Meeting: 12  o’clock). However, 
if you’re having problems, it is better to write a sentence fragment than nothing at all.

After you have covered all four guiding points, write the closing lines. “Yours sincerely” or “Sincerely” 
can be used in nearly all formal letters. If you know the recipient fairly well – for example, if you are 
writing to a colleague – you can also say “Best wishes” or “Best regards”. There are a few other options 
that are equally acceptable. Don’t forget to put your signature at the end of the letter.

Take a few minutes to proofread your text twice. First make sure that your text is clearly understandable 
and that no words are missing. Then read the text again and check for grammar and spelling.

Evaluation
In order to do well on this subtest, you also need to know how the writing task is evaluated.  
There are four marking criteria:

Task Management 
Have you fully addressed all four guiding points?

Communicative Design
Are you able to link your ideas into clearly understandable sentences?
Do you know typical phrases such as polite forms of expression, letter closings and salutations? 

Accuracy
Is your grammar and spelling correct most of the time?

Vocabulary
Do you have the right words to say what you want to say?

You can find further information on the marking criteria for Writing on page 32 of the mock examination. 

On the following pages you will see four example letters. They are there to help you understand what 
is expected of you in order to fulfil the four marking criteria. The examples are based on the tasks in the 
mock examination telc English A2 · B1, page 19. 
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Example 1, Task A
This is an example of a very good performance at B1-level so that you know what to aim for: 

Dear Ms Martin,

I’m happy, that you will come and visit me and we can speak about the details of our 
business.

When you’ll arrive at the airport, you’ll have to come by underground to my office.  
It’ll takes about 20 minutes. Then you’ll have to walk straight on main street.  
My office is in the big white building

I think it is best if we are going to meet in my office because we can use a computer there.  
Is 10 o’clock good for you?

On Friday we’ll have a business dinner with my boss and some colleages.  
We’ll go to a very nice Italian restaurant. I hope that you like Italian food. 

I hope that you’ll have a good flight.

Sincerely,

David Schneider

Task Management
Does the candidate address all four guiding points?

No. He covers the first three guiding points very well but does not address the fourth one at all. Because 
one guiding point is missing, the candidate gets four out of five points. With four points, he is still within 
the B1-range.

Communicative Design
Does the candidate link his ideas into clearly understandable sentences?
Does the candidate know typical phrases such as polite forms of expression, letter closings and 
salutations? 
Yes and yes. In addition to the most basic linking words (e. g. “and”, “because”), he uses a variety of more 
complex structures (e. g. “I’m happy that …”, “I think it is best if …”).

The candidate uses an appropriate salutation (“Dear Ms Martin”) and closing line (“Sincerely”). He also 
includes an opening sentence (“I’m happy, that you will come and visit …”) as well as a final sentence  
(“I hope that you’ll have a good flight”).
Both sentences sound friendly and professional and round the letter off in a nice way. Therefore, the 
candidate gets five out of five points.

Accuracy
Is the candidate’s grammar and spelling correct most of the time?

Yes. It is always clear what the candidate is trying to say. There are a few grammar mistakes (“When 
you’ll arrive”, “It’ll takes”) and spelling errors (“colleages” instead of “colleagues”), but these are perfectly 
acceptable for learners at level B1. Therefore, the candidate gets five out of five points.
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Vocabulary
Does the candidate have the right words to say what he wants to say? 
Yes. His vocabulary is sufficient enough to express his ideas. Again, the candidate gets five out of five 
points.

Overall, this is an example of a strong B1 candidate. As you can see from the example, you don’t have to 
write a perfect letter in order to get marks within the B1-range. 

Example 2, Task A
For your comparison, this letter is an example of an A2-performance:

Dear Natasha Martin,

I’m so excited about our meet! From the airport please come to my office. 

You can get there with underground. Get on and get off at the final destination and my 
office will be next to the station. 

I have a better idea. I’ll wait you at the station! Your plan is going to land at three p. m.  
so I am at the station at four p. m. I think we can go for siteseing in the city or anything 
you want.

You don’t need so many money. Just that you need for food or some little present.

I can’t wait to see you! Have a nice flight!

Bye, Anna

Example 3, Task B
This letter is another example of a B1-performance:

Dear Sir or Madame,

I am writing to you because of your English courses. I work in marketing in a big 
international company and English is very important for my job. Some of my colleagues 
speak only English and sometimes for me that is difficult.

I would be interested in a Business English course which is very intensive. Can you give me 
some information about the courses? How long are they and how much do they cost? Can I 
stay by a family during the course? If that is not possible, is there a hotel near your school?

Thank you for your help.

Best regards,

Karen Lund
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Example 4, Task B
Again, here is another example of an A2-performance for your comparison: 

Dear Sir/Madame,
I write because I would like to join a English course in your school. I need English for my 
job. I live in Budapest and I work in a big company who make sport clothes.

I’m got some question about the course. How long is the course? How much it’s cost?  
Where am I live in a hotel? Please answer …

And the last thing is … I really like all type of course, because I really interested in English 
language.

Victoria Szábo
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S p e a k i n g

The Speaking subtest consists of three parts. In the first two parts, you will be talking directly to 
the examiner. In the third part, you will be asked to have a conversation with another candidate. The 
Speaking subtest takes approximately 16 minutes.

Before the exam starts, the examiners will welcome you and briefly introduce themselves. They will 
guide you through the examination and if you get stuck, they will try to help you keep going. At the 
end of the examination, the examiners are not allowed to comment on your performance. You can find 
additional information on the how the oral examination is conducted on pages 40–42 of the mock 
examination.

Whether you find the Speaking subtest easy 
or difficult depends on your experience with 
the English language and your personal 
preferences. Some people say the Speaking 
subtest is easy because “all you have to do 
is talk”. Others are simply not used to oral 
examinations and get nervous because they 
do not know what to expect. If you are the 
nervous type, here are a few things for you to 
consider: 

•	 You are not alone!
   The Speaking subtest is generally carried out in pairs. This means that you do not have to go 

into the examination room by yourself and you do not have to talk the whole time.

•	 Two examiners are better than one!
   There are always two examiners because telc wants to make sure that your performance is 

being rated objectively. Normally, only one of the examiners will talk to you. The second examiner 
will listen quietly and keep an eye on the time. 

•	 They don’t test your knowledge!
   You will not be expected to memorise facts or answer questions about abstract topics. Instead, 

you will be asked to talk about everyday topics. It’s very much like having a normal conversation 
with people. 
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S p e a k i n g ,  P a r t  1

Task
In Part 1A, you will be asked to talk about yourself. You will receive a task sheet with several prompts 
that are there to help you. 

In Part 1B, the examiner then asks you follow-up questions based on the information you gave before.

Strategy
The first part of the Speaking subtest is always the same, so you can prepare for it very well. Practise 
what you want to say several times before the exam but do not memorise every single word. If you do, 
you run the risk of speaking monotonously or too fast. Remember, the idea is to have a fairly natural 
conversation, so try to speak at your normal speed and maintain eye contact with the examiner.

Although your grammar doesn’t have to be perfect, watch for typical mistakes. As you can prepare for 
this part of the test, it’s easy to avoid the most common ones (e. g. “I am married for two years” instead 
of “I have been married for two years”).

The prompts (Name – Family – Where you live – Job – Hobbies – Languages – Other ideas) are there 
to help you, but you don’t have to address every single one of them. If you wish to talk about an aspect 
not listed on the task sheet (e. g. your pets), you may do so.

When you talk about yourself during the first part of the examination, focus on things that you can 
actually talk about. If you have an unusual hobby, for example, you may not know the words to describe 
it properly. So pick something that is easy for you to talk about.

Don’t use the prompts on the task sheet as headlines for a telegram style introduction (e. g. “My job – I’m 
a hair stylist; my hobbies – reading and gardening”). Instead, try to speak in complete sentences most 
of the time (e. g. “In my free time, I enjoy reading and I spend a lot of time in my garden.”). 

The examiner will ask you one or two follow-up questions based on what you have said. For example, 
if you said that you enjoy reading, the examiner might ask you what kind of books you like to read. This  
is an invitation for you to talk a little longer, so take this opportunity and show the examiner what you can 
do. For example, if the examiner asks you what kind of books you like to read, don’t just say “Fantasy 
books” or “Everything, nothing special”. Instead, include some details like reasons or examples  
(e. g. “I like fantasy books. Harry Potter is my favourite. I’ve read all the Harry Potter books.”).

If you don’t understand the examiner’s question, ask (e. g. “Can you say that again, please?”).

S p e a k i n g ,  P a r t  2
Task
In Part 1A, the examiner will give you a picture about an everyday topic to talk about. 

In Part 1B, the examiner will ask you some follow-up questions inviting you to talk about your opinion 
and your personal experience with the topic.
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Strategy
When the examiner hands you the task sheet, take a moment to look at the picture. Say what the overall 
situation is (e. g. “This is a picture of a man reading a book.”) and comment on different things that you 
see: people’s roles, their actions, their clothes, etc. If you are not sure about something, you can speculate 
about the picture (e. g. “I think the man is on holiday because he looks very relaxed.”). 

Don’t worry if you don’t know the words for all the things that you see in the picture. For example, if 
you’ve been asked to describe the picture on page 22 of the telc English A2 · B1 mock examination and 
you don’t know the word “hammock”, you can do two things: (1) You can simply choose not to talk about 
this detail and focus on other things instead. (2) You can describe what you mean (e. g. “The man is lying 
in a …, well, I don’t know what it’s called … It’s like a bed, but you usually put it between two trees.”).  
The examiners will value this positively. 

When the examiner asks you follow-up questions, try to avoid one-word answers. Instead, use complete 
sentences and include some details and examples, just like you did in the first part of the examination.

S p e a k i n g ,  P a r t  3
Task
In the last part of the Speaking subtest, you will be asked to plan an activity together with the other 
candidate (e. g. a trip to the zoo). The examiner will give you a task sheet with a brief description of the 
situation and several guiding points.

You and your partner should exchange ideas until you come to an agreement concerning the details; 
for example, where to meet, what to bring, how to travel, etc. As in Part 1, you are not required to address 
all the guiding points. 

The examiner will generally not get involved in your conversation. There are, however, a few exceptions:
•	 If your conversation is too short, the examiner will ask you some questions to help you keep 

going.

•	 If one person talks too much and the other too little, the examiner will encourage the quiet 
person to say more.

•	 If the communication breaks down because of a major misunderstanding or a lack of 
communication skills, the examiner will try to help you get back on track.

Strategy
To prepare for this part of the Speaking subtest, it is helpful to become familiar with some common 
expressions so that you can make suggestions (e. g. “How about …?”), respond to your partner’s 
suggestions (e. g. “That sounds great.”) and ask your partner for his/her opinion (e. g. “Do you think that’s a 
good idea?”). The telc English A2 · B1 Phrase Box contains plenty of examples, but you can also turn to a 
variety of textbooks for ideas.

In Part 3 of the Speaking subtest, make sure that you pay attention to your partner. The two of you 
have to work together in order to handle this task well. For example, if you are a very talkative person 
and your partner is rather quiet, try not to dominate the conversation. Listen to your partner and give 
him/her time to express his/her ideas. You can also help each other if one of you gets stuck or can’t 
think of a word. If you do not understand what your partner said, ask for clarification.
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Also, keep in mind that you and your partner have to talk for about six minutes. This is quite a long time 
but you can manage it well if you are aware of the following strategy: You can keep an exchange of 
ideas shorter if you immediately agree to your partner’s suggestions. For example, if your partner says 
“Would you like to go to the zoo tomorrow afternoon?” and you say “Yes, that’s fine with me,” you have 
come to an agreement and there is nothing else to say. If you want to stretch the conversation, you could 
say something like “I’m sorry, but I have to work all day tomorrow. How about Saturday?”

In order to do well on this subtest, you also need to know how it is evaluated. There are five marking 
criteria:

Task Management
is evaluated individually for each section of the Speaking subtest: 

Part 1A: Can you talk about yourself based on the guiding points on the task sheet?
Part 1B:  Can you respond to the examiner’s questions appropriately?
Part 2A:  Can you describe the main information in a picture?
Part 2B:  Can you respond to the examiner’s questions appropriately?
Part 3:  Can you exchange ideas with your partner and keep a conversation going?

The other four criteria apply to your overall performance:

Pronunciation and Intonation
Do you speak clearly enough to be understood?

Fluency
Can you speak fairly spontaneously without too many unnatural pauses?

Accuracy
Can you use common grammatical structures correctly?

Vocabulary
Do you have the right words to say what you want to say?

You can find further information on the marking criteria for Speaking on pages 34–35 of the mock 
examination.

Example

Here is an excerpt from an oral examination to give you an idea of what is expected of you in order to 
fulfil the marking criteria. The overall performance of Candidate A is at level B1 while the performance 
of Candidate B is mostly at level A2. The example is based on the tasks in the mock examination telc 
English A2 · B1, pages 21–24. 

Examiner:  In Part 1, we’d like to get to know you a little better. Marta, could you tell us about 
yourself? This sheet has some ideas to help you.

Candidate A:  Yes, my name is Marta. I live in Budapest and I’m married. My husband and I was married 
three months ago. We have a really nice wedding. I think it was the best day of my life 
and … um …, what else can I say? Well, I work in a shop. I sell clothes. I love my job 
because I like working with people and I also like fashion. In my free time, I like to spend 
time with my husband and my dog. I also like cooking and watching movies, especially 
funny movies. 
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Examiner:  You said you like cooking. What kind of food do you usually cook?

Candidate A:  Hungarian food. I have a lot of receipts … no, how do you say … recipes? That’s the right 
word, isn’t it … recipes? I have a lot of recipes from my mother and my grandmother. It’s 
traditional Hungarian cooking and it’s very good … very tasty. But sometimes I also cook 
other things like Italian food and things like that. Pasta, for example.

Examiner:  What about your husband? Does he cook, too?

Candidate A:  Yes, but he’s not very good. Sometimes we cook something together on weekends and 
that’s fun.

Examiner:  Thank you, Marta. Barbara, could you also tell us about yourself? This sheet has some 
ideas to help you.

Candidate B:  Well, yes. I’m Barbara. I’m from Budapest also. I’m 35 years old. My family … Well, I’m 
also married. I have two children. Um …, my job … I work in a office and … well … yes. 
My hobbies … I like to make sports and reading and playing with my children. And my 
languages … Hungarian, of course, and French and I am learning English.

Examiner:  You said you have two children. Could you tell us a little bit about them?

Candidate B:  My children? Yes, I have a boy. His name is Adam and he is five years old. I also have a 
girl, a daughter. Her name is Viktoria and she is seven years old.

Examiner:  You said you enjoy playing with your children. Do you have a favourite game that you like 
to play?

Candidate B:  Favourite game? Well, no … we play a lot of games … different games or we play 
outside.

Examiner:  Thank you. We are now at the end of Part 1. Let’s move on to Part 2. Barbara, please 
look at the picture. What do you see? What is happening?

Candidate B:  I can see a woman. She is reading a book. Um … she is lying on the … um … Yes, and 
she has short hair and she has glasses and … um … she has a ring on her fingers.

Examiner:  Please tell us about your experience with reading. Do you like to read?

Candidate B:  Yes, sometimes. I like books about … um … life. About famous woman. 

Examiner:  OK, you said you like books about famous women. Can you give us an example?

Candidate B:  Um, yes. Queen Elizabeth, for example. It’s very interesting. Or Katharina, the Great 
Katharina.

Examiner:  Thank you, Barbara. Marta, you have a different picture. Can you tell us about it?  
What can you see? 

Candidate A:  There is a man in the picture who is reading a book. I think he is on holiday because he 
looks very relaxed and he is smiling. Um, he is wearing a hat and a white shirt. He is lying 
in a … um … how do you say … it’s like a bed but it’s outside and normally you put it 
between two trees and, well, that’s all.

Examiner:  OK, can you tell us something about yourself and how you feel about books and reading? 
We often hear that people are reading less and less. What do you think?

Candidate A:  Well, I don’t know. Maybe people are reading other things, like things on the Internet. You 
can find everything on the Internet now. Before, we … um … we don’t have the Internet 
and people have to read books, but now it’s different. Um, I like the Internet, but I also 
like books. I have both. When I want to find information, I look in the Internet, but when I 
want to read a story, I read a book.

Examiner:  Thank you, Marta. Now we’re at the end of Part 2. Let’s move on the Part 3 now.  
You’re planning a trip to the zoo. Talk to each other and plan what you want to do.  
Here are some ideas to help you. Who would like to begin?
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Candidate A:  I can start. Well, Barbara, do you want to go the zoo with me? The weather is so nice and 
I think it would be fun.

Candidate B:  Yes, today?

Candidate A:  No, not today. It’s too late. Maybe on Saturday. Do you have time on Saturday?

Candidate B:  Yes. What time?

Candidate A:  At 10 o’clock?

Candidate B:  10 o’clock? 10 o’clock is very early. I want to sleep. Better at 12o’clock.

Candidate A:  OK, 12 o’clock is fine, too. Should we go by bus?

Candidate B:  Yes. Or by car. 

Candidate A:  I don’t have a car. Do you have a car?

Candidate B:  Yes, I have a car. I can come to your house.

Candidate A:  Great! Let’s take the car then. You can come to my house at 11:45, OK?

Candidate B:  Yes, OK. Um … and what animals … um … you want to see?

Candidate A:  I want to see the elephants. Elephants are my favourite animals and they have a baby 
elephant at the zoo. Did you know that?

Candidate B:  A baby elephant? No, I don’t know the baby elephants.

Candidate A:  And which animals do you want to see?

Candidate B:  Um, yes, the monkeys. I like the monkeys. And the tigers and the lions.

Candidate A:  OK, that sounds good. I think they … um … they give food to the lions at 2 o’clock.  
So, we can go to the lions’ house and watch. It’s very interesting.

Candidate B:  Yes, that’s a good idea.

Candidate A:  OK, so maybe we can see the monkeys first, then the elephants and then the lions and 
the tigers. And after that? Do you want to see some other animals? Or we could go to 
the restaurant and eat something. What do you think?

Candidate B:  I don’t know. The restaurant is very expensive.

Candidate A:  We can also bring something to eat and make a picnic. What do you think?

Candidate B:  Yes, that’s a good idea.

Candidate A:  OK, I can bring some sandwiches and some tea. What about you? What would you like to 
bring?

Candidate B: Maybe a salad. And some cookies. Do you like that?

Candidate A:  That sounds good. OK, did we forget anything?

Candidate B:  No, I don’t think.

Candidate A:  OK, then I see you on Saturday, yes?

Candidate B:  Yes, see you on Saturday.

Examiner:  Thank you. We have now finished the examination. You will get your results in a few 
weeks.
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F r e q u e n t l y  A s k e d  Q u e s t i o n s
1. Where can I get the mock examination?
  You can either download the mock examination (including the audio files) for free from the telc 

website or you can order a professionally printed copy.

  For the free download, please follow these links:

  telc English A2 · B1  
http://www.telc.net/en/what-telc-offers/english/telc-english-A2 · B1/practice-material

  telc English A2 · B1 School  
http://www.telc.net/en/what-telc-offers/english/telc-english-A2 · B1-school/practice-material

  telc English A2 · B1 Business  
http://www.telc.net/en/what-telc-offers/english/telc-english-A2 · B1-business/practice-material

  If you prefer a professionally printed copy of the mock examination, simply follow the link mentioned 
above and then click on the button “To the shop”.

2. Where can I find information about the evaluation scheme that telc uses?
  In the telc English A2 · B1 mock examinations on pages 32–35.

3. How long is the examination?
  The written examination takes 100 minutes. It comprises the subtests Listening, Reading and 

Writing. The oral examination takes approximately 16 minutes.

4. May I use a dictionary during the examination?
  No, dictionaries are not allowed during the examination.

5. Can I repeat the examination?
  Yes, you can repeat the examination as often as you wish. You have to repeat the whole exam,  

both written and oral parts.

6. How long does it take for me to get my certificate?
  Normally you will get your certificate six weeks after the documents have arrived at the telc Head 

Office in Frankfurt. However, we are often quicker with the rating.
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ith all routine m

atters concerning 
goods and services. I can present inform

ation in 
reports and produce argum

ents.
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Language com
petences according to the 

C
om

m
on E

uropean Fram
ew

ork of R
eference for Languages:

Listening, R
eading, S

peaking and W
riting

Listening: I can understand extended speech. I can 
understand television program

m
es and film

s w
ithout 

too m
uch effort.

 R
eading: I can understand long, com

plex factual and 
literary texts and appreciate dis tinctions of style. I can 
understand specialised articles and longer technical 
instructions.
 S

peaking: I can express m
yself fluently and 

spontaneously and w
ith precision. I can present 

detailed descriptions of com
plex subjects, rounding 

off w
ith an appropriate conclusion.

 W
riting: I can w

rite about com
plex subjects 

in letters, essays or reports. I can select the 
appropriate style for these.

Listening: I can understand extended speech 
and lectures and m

ost TV and current affairs 
program

m
es and film

s.
 R

eading: I can read articles and reports in w
hich 

the w
riters adopt particular attitudes or view

points.  
I can understand contem

porary literary prose.
 S

peaking: I can interact w
ith native speakers and 

take an active part in discussions.
 W

riting: I can pass on inform
ation in reports and 

essays giving reasons for or against a point of view.

B2
Listening: I can understand fam

iliar w
ords 

and very basic phrases w
hen people speak 

slow
ly and clearly.

 R
eading: I can understand fam

iliar nam
es, 

w
ords and very sim

ple sentences, for exam
ple 

on notices and posters and in catalogues.
 S

peaking: I can interact in a sim
ple w

ay.  
I can use sim

ple sentences to describe w
here 

I live and people I know.
 W

riting: I can w
rite a short, sim

ple postcard, 
for exam

ple sending holiday greetings.

Listening: I can understand very basic 
inform

ation. I can understand the m
ain 

point in short, clear, sim
ple m

essages and 
announcem

ents.
 R

eading: I can find specific inform
ation in 

sim
ple texts (advertisem

ents, m
enus and 

tim
etables) and can understand sim

ple personal 
letters.
 S

peaking: I can com
m

unicate about sim
ple, 

routine tasks. I can use a series of sentences to 
describe m

y private life and m
y job.

 W
riting: I can w

rite short, sim
ple notes and 

m
essages. I can w

rite a very sim
ple personal 

letter, for exam
ple thanking som

eone for 
som

ething.

A1
Listening: I can understand the m

ain points of 
speech on m

atters of w
ork, school, leisure, etc.  

I can understand radio or TV program
m

es if people 
speak clearly.
 R

eading: I can understand everyday texts on 
personal or w

ork m
atters. I can understand 

descriptions of events and w
ishes in personal 

letters.
 S

peaking: I can take part in conversations on 
fam

ily, hobby, w
ork, travel and current events.

 W
riting: I can w

rite sim
ple texts on fam

iliar 
topics. I can w

rite personal letters describing m
y 

experiences and im
pressions.

B1Listening / S
peaking: I can offer advice to clients 

w
ithin m

y ow
n job area on sim

ple m
atters.

 R
eading: I can understand the general m

eaning of 
non-routine letters and theoretical articles w

ithin m
y 

ow
n w

ork area.
 W

riting: I can take reasonably accurate notes at 
a m

eeting or sem
inar w

here the subject m
atter is 

fam
iliar and predictable.

Listening /S
peaking: I can take and relay m

ost 
m

essages occurring in a w
ork context. I can take an 

active part in discussions.
 R

eading: I can understand letters, e-m
ails, reports, 

product descriptions and specialised articles. 
 W

riting: I can deal w
ith all routine m

atters concerning 
goods and services. I can present inform

ation in 
reports and produce argum

ents.
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For more information and free mock examinations go to www.telc.net.
Or contact us directly at +49 (0) 69 95 62 46-10 

Goal-oriented learning and easier intercultural communication

• certifi cates available for fi ve levels in ten languages

•   the ideal way to continue your professional and personal development

• examinations held in over 3000 examination centres worldwide

The European Language Certifi cates
Success speaks for itself
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Which telc language certifi cates are available 
at each level?

A1 A2 B1 B2 C1
English telc English A1 telc English A2

telc English A2 School
telc English B1
telc English B1 Business
telc English B1 Hotel and Restaurant
telc English B1 School

telc English B2
telc English B2 Business
telc English B2 Technical
telc English B2 School*

telc English C1

Deutsch Start Deutsch 1
(telc Deutsch A1)

Start Deutsch 2
(telc Deutsch A2)

Zertifi kat Deutsch 
(telc Deutsch B1)
Zertifi kat Deutsch für Jugendliche
(telc Deutsch B1 Schule)

telc Deutsch B2
Zertifi kat Deutsch für den 
Beruf (telc Deutsch B2 Beruf)

telc Deutsch C1

Español telc Español A1 telc Español A2
telc Español A2 Escuela

telc Español B1
telc Español B1 Escuela 

telc Español B2
telc Español B2 Escuela

Français telc Français A1 telc Français A2
telc Français A2 Ecole

telc Français B1
telc Français B1 Ecole
telc Français B1 pour la Profession 

telc Français B2

Italiano telc Italiano A1 telc Italiano A2 telc Italiano B1 telc Italiano B2 

Português telc Português B1

Pусский 
язык

telc Русский язык A1 telc Русский язык A2 telc Русский язык B1 telc Русский язык B2 

Český jazyk telc C̆eský jazyk B1

اللغة العربية telc اللغة العربية B1 

Türkçe telc Türkçe A1 telc Türkçe A2 
 telc Türkçe A2 Okul

telc Türkçe B1
telc Türkçe B1 Okul

telc Türkçe B2
telc Türkçe B2 Okul

telc Deutsch B2+ Beruftelc Deutsch A2+ Beruf telc Deutsch B1+ Beruf
tel

c E
ng

lis
h A

2·
B1
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st 
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Free mock examinations can be downloaded at www.telc.net
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www.telc.net

 Examination Preparation

TIPS FOR TEST TAKERS
ENGLISH & ENGLISH SCHOOL & ENGLISH BUSINESS

This booklet is designed to help test takers prepare for the dual-level examina-
tions telc English A2 · B1, telc English A2 · B1 School and telc English A2 · B1 
Business. It contains useful tips and strategies for the subtests Listening, 
Reading, Writing and Speaking. It also describes the examination structure 
and the different task types so participants know what to expect when taking 
the exam. Additionally, this booklet explains how the test is evaluated and 
helps participants to know what to concentrate on and how to avoid typical 
mistakes. 

This booklet may also be used in conjunction with the mock examinations 
of telc English A2 · B1, telc English A2 · B1 School or telc English A2 · B1 
Business.  


