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ENGLISH LANGUAGE & 
LITERACY MODULE

This module is designed to test a candidate’s ability 
to use British English in a professional setting.

Sp
GRAMMAR
Designed to test an individual’s ability to recognise and utilise correct grammatical form. Candidates 
are presented with a variety of question styles including true or false statements and multiple choice 
questions. The Fundamental level tests a candidate’s ability to create a sentence and spot errors. At Core 
and Professional levels, the difficulty is increased by raising the complexity and rarity of grammatical errors.

PROOFREADING
Designed to test an individual’s ability to recognise spelling and grammar errors from a sample  
of text. Candidates are shown a sample of text selected by the administrator (4 subjects are available).  
At Fundamental level candidates are required to highlight only the spelling and grammar errors. At Core 
and Professional levels candidates are also required to type corrections for the errors identified.

VERBAL REASONING
Designed to test an individual’s ability to utilise a wide range of verbal reasoning skills. Candidates are 
required to answer questions on the following areas: letter sequences, deductive reasoning dilemmas, 
reading comprehension and analogy questions. This test has progressive difficulty, with the questions 
becoming harder as a candidate progresses through the test.

SPELLING
Designed to test an individual’s ability to recognise the correct spelling. Candidates are required to 
identify the correct spelling presented in a multiple choice question style. The difficulty through Core 
and Professional levels, are increased by the rarity of the word being spelled and the legibility of the 
incorrect options available.

READING COMPREHENSION
Designed to test an individual’s ability to extract key information from a sample of text. Candidates are 
shown a variety of question styles including true or false statements and multiple choice questions.  
At all levels, candidates are required to read the text and answer questions. At Core and Professional 
levels, the text length and complexity of the language used is increased.

VOCABULARY
Designed to test an individual’s ability to utilise a wide range of vocabulary. Candidates are required to 
identify antonyms, synonyms, definitions and rhyming pairs. Questions are presented in a multiple choice 
question style. The difficulty level is increased from Fundamental to the Core and Professional levels by 
the obscurity of the given words and the relevance of the options to the given word.
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FUNDAMENTAL LEVEL ALIGNED TO: 
• Foundation Level GCSE
• CSE (prior to 1988)
• Foundation Diploma

CORE LEVEL ALIGNED TO: 
• Higher Level GCSE
• O-Level (prior to 1988)
• Higher Diploma

PROFESSIONAL LEVEL ALIGNED TO:
• A-Level
• Advanced Diploma
• BTEC National Diploma
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OVERVIEW

Designed to test an individual’s ability to recognise and utilise correct 
grammatical form. Candidates are presented with a variety of question 
styles including true or false statements and multiple choice questions.  
The Fundamental level, tests a candidate’s ability to create a sentence and 
spot errors. At Core and Professional levels, the difficulty is increased by 
raising the complexity and rarity of grammatical errors. 

Candidates are presented with 30 questions to complete in 15 minutes. 
The candidate’s responses are automatically marked and a point is awarded 
for each correctly answered question. For some questions multiple answers 
may be required, the sum of these answers will result in one point awarded 
for the question. Skipped questions or those that are not taken will result in 
no point being awarded.

Sample question 
Core level

FUNDAMENTAL
In this test candidates are required to understand 
the principles of grammar and demonstrate they 
are able to effectively communicate in written 
form.

A candidate taking the Fundamental level of 
a test is expected to have subject knowledge 
aligned to a foundation level GCSE graduate. 

CORE
In this test candidates are required to understand 
the principles of correct grammatical form and 
that they are able to recognise the correct word 
usage to complete phrases and form complex 
sentences. 

A candidate taking the Core level of a test is 
expected to have subject knowledge aligned 
to a higher level GCSE graduate. 

PROFESSIONAL
In this test candidates are required to understand 
advanced grammatical constructs such as 
mixed past, present and future tenses. This test 
builds on Core by increasing the legibility of the 
sentences and increasing the complexity of the 
vocabulary used. 

A candidate taking the Professional level of a test 
is expected to have subject knowledge aligned  
to an A-Level graduate.

TEST DETAILS

PRACTICE  
TEST AVAILABLE

15 MINUTES
ALLOWED

12 MINS AVERAGE 
COMPLETION TIME

30 QUESTIONS 
PRESENTED

RANDOMISED 
PRESENTATION

240 QUESTIONS 
IN POOL

GRAMMAR
TEST

Q.  Keira, please select the missing word to complete this sentence: 

 
“We ______ going out tonight”

 was

 were

 where

 we’re
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OVERVIEW

Designed to test an individual’s ability to recognise spelling and grammar 
errors from a sample of text. Candidates are shown a sample of text 
selected by the administrator (four subjects are available). At Fundamental 
level candidates are required to highlight only the spelling and grammar 
errors. At Core and Professional levels candidates are also required to type 
corrections for the errors identified.

Candidates are presented with 1 question to complete within 15 minutes. 
The candidate’s responses are automatically marked. A point is awarded  
for each correct highlight and an additional point is available for corrections 
in the Core and Professional levels. In all levels incorrect selections will 
result in a minus point being subtracted from the total score and missed 
errors will result in no point being awarded.

Sample question 
Core level

FUNDAMENTAL
In this test candidates are required to only 
highlight the errors within the text provided. No 
justification for the errors is required. 30 errors 
are contained within the text for candidates to 
identify and highlight.

A candidate taking the Fundamental level of 
a test is expected to have subject knowledge 
aligned to a foundation level GCSE graduate. 

CORE
In this test candidates are to highlight and provide 
corrections to spelling and grammatical errors in 
the text provided. 40 errors are contained within 
the text for candidates to identify, highlight and 
correct.

A candidate taking the Core level of a test is 
expected to have subject knowledge aligned 
to a higher level GCSE graduate.

PROFESSIONAL
In this test candidates are to highlight and 
provide corrections to spelling and grammatical 
errors in the text provided. This test builds on 
Core by increasing the quantity of text provided 
for checking, the speed in which a candidate 
has to identify errors and the complexity of the 
vocabulary used. 50 errors are contained within 
the text for candidates to identify, highlight and 
correct.

A candidate taking the Professional level of a test 
is expected to have subject knowledge aligned to 
an A-Level graduate. 

TEST DETAILS

PRACTICE  
TEST AVAILABLE

15 MINUTES
ALLOWED

12 MINS AVERAGE 
COMPLETION TIME

1 QUESTION 
PRESENTED

16 QUESTIONS 
IN POOL

PROOFREADING
TEST

Q.  Jitesh, in the text shown below please identify all the spelling, grammatical and 

punctuation errors by highlighting the errors with your mouse and typing a correction 

to the error in the text box provided. 

 
If you require any additional help, please click on the instructions box above.

Company: God1 afternoon, sorry abuot2 the wait?3 You real4 speaking to mark5. I will be your support 

assistant today, and how cn6 I help you?

Customer: I have a probblem7 with the product that your8 have sold me?9

Company: Ok. Would it be possible for your10 to give me your name and policie11 number?

Customer: Yes, my name is Mis12 Elizabeth Kenton, policie13 number 17038115.

Company: Thank you:14 Ok, I can see all your details up on the sistem15 now. Would you like to tell 

me wat16 the problem appears to be?

Customer: Well:17 I have tied18 to use your product and it sinply19 will not work. I also telephoned your

technickel20 support team and they where21 unsupportive. I do not have the time to speak to then22  

any lomger23. I am simply frustrated that I canot24 get any answers?25

Company: I am so sorry to hear that Miss kenton26. Let me see if I can revolve27 it for you. Have you 

tried holing28 down the on29 button for 2 seconds?

Customer: Well, no,30 I have’nt31 tried to do anyting32 as I was scared of doing something wong.33 and 

making the problem worse. Ok, lit34 me try that, beer35 with me a second. Well,36 I never, its37 worked! 

Thank you!

Company: Fantastic. I am so sorry for any inconvenience that has been cuased38 Miss Kenton.

Customer: Thanks for all you39 assistance, you have been so helpful. I am so happy to get to use this 

product cow40. What was your name again.41

Company: My name is Mark. If you do have any further queries, please don’t42 hasitate43 to give 

me a cal.44
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OVERVIEW

Designed to test an individual’s ability to extract key information from a 
sample of text. Candidates are shown a variety of question styles including 
true or false statements and multiple choice questions. At all levels, 
candidates are required to read the text and answer questions. At Core  
and Professional levels, the text length and complexity of the language 
used is increased.

Candidates are presented with 6 questions to complete within 15 minutes. 
The candidate’s responses are automatically marked. A point is awarded  
for each correctly answered question. For some questions, multiple 
answers may be required, the sum of these answers will result in one point 
awarded for the question. Skipped questions or those that are not taken 
will result in no point being awarded.

Sample question 
Core level

FUNDAMENTAL
In this test candidates are required to read the 
text and then answer the questions by directly 
referencing information from within the text.

A candidate taking the Fundamental level of 
a test is expected to have subject knowledge 
aligned to a foundation level GCSE graduate. 

CORE
In this test candidates are required to lookup key 
information from multiple paragraphs across the 
text and candidates may be required to make 
inferences from analysing the written text  
as a whole.

A candidate taking the Core level of a test is 
expected to have subject knowledge aligned 
to a higher level GCSE graduate.

PROFESSIONAL
In this test candidates are required to answer 
questions from analysing the text as a whole  
and making conclusions based on that analysis. 
This test builds on Core by increasing the 
quantity of text provided and increasing  
the complexity of the vocabulary used. 

A candidate taking the Professional level of a test 
is expected to have subject knowledge aligned  
to an A-Level graduate. 

TEST DETAILS

PRACTICE  
TEST AVAILABLE

15 MINUTES
ALLOWED

10 MINS AVERAGE 
COMPLETION TIME

6 QUESTIONS 
PRESENTED

120 QUESTIONS 
IN POOL

READING  
COMPREHENSION TEST

Calum, please read the following text and answer the question which follows. 

Answer the question according to only the information contained within the text.

Increase Staff Retention in Call Centres

Without doubt, competition for business in today’s economic climate is increasing.

Call Centres, like all firms continue to focus on key areas to stay ahead of the game. However, 

winning the business is only the springboard to commercial success. It is staff training, quality

of leadership and the retention of effective employees that can put a business head and 

shoulders above the rest.

The ability to identify skills, knowledge gaps and to deliver focused training will naturally boost 

confidence and subject knowledge. If the Call Centre operator is suitable equipped with the 

right skills, they can have the confidence to be flexible in their communication style.

Call Centre Operators need and deserve constant support and training to underpin their

knowledge base. A Call Centre is a constantly changing environment. A flexible and adaptive 

programme to assess knowledge and training needs is important to achieve business goals. 

Regular online questionnaires can effectively assess and deliver training.

In the past, Call Centre Operators may  have been required to respond with scripted material. 

In today’s challenging environment, they need to be highly skilled and flexible individuals that 

can adapt to each customer’s needs.

It is important to be receptive to the innovative training tools available. Call Centres that put 

training and retention of staff at the top of their agenda will be more likely to retain talented 

staff.

Source: Increase Staff Retention in Call Centres” Call Centre Monthly n.d.: 53. Print edition.

Q.  Calum, which statement best summarises the main purpose of the article? 

 
(Only one answer provided is correct from the choices available)

 To highlight the need for training and retention of employees in Call Centres.

 Evaluate the areas for improvement in the Call Centre industry to develop for future 

growth.

 To create a basis for an active forum of discussion for professionals within Call Centres 

to communicate effectively with each other.

 Highlight the key points from a recent speech at an exhibition attended by key members  

of the Call Centre industry.
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OVERVIEW

Designed to test an individual’s ability to recognise the correct spelling. 
Candidates are required to identify the correct spelling presented in a 
multiple choice question style. The difficulty through Core and Professional 
levels, are increased by the rarity of the word being spelled and the 
legibility of the incorrect options available.

Candidates are presented with 30 questions to complete within 15 
minutes. The candidate’s responses are automatically marked and a point 
is awarded for each correctly answered question. Skipped questions or 
those that are not taken will result in no point being awarded.

Sample question 
Core level

FUNDAMENTAL
In this test candidates are required to select the 
correct spelling from a selection of misspelled 
words. The words presented at this level are 
frequently misspelled words which are used  
daily by individuals within the workplace. 

A candidate taking the Fundamental level of a test 
is expected to have subject knowledge aligned to 
a foundation level GCSE graduate.  

CORE
In this test candidates are required to select the 
correct spelling from a selection of misspelled 
words. The words presented at this level are 
commonly misspelled words which are used 
frequently in informal professional writing.

A candidate taking the Core level of a test is 
expected to have subject knowledge aligned 
to a higher level GCSE graduate.

PROFESSIONAL
In this test candidates are required to select the 
correct spelling from a selection of misspelled 
words. The words presented at this level are 
commonly misspelled words which are used in 
formal writing and can have repercussions if spelt 
incorrectly. 

A candidate taking the Professional level of a test 
is expected to have subject knowledge aligned  
to an A-Level graduate. 

TEST DETAILS

PRACTICE  
TEST AVAILABLE

15 MINUTES
ALLOWED

10 MINS AVERAGE 
COMPLETION TIME

30 QUESTIONS 
PRESENTED

240 QUESTIONS 
IN POOL

SPELLING 
TEST

Q.  Robert, please select the correct spelling from the following: 

sabatical

sabattical

sabbattical

 sabbatical
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OVERVIEW

Designed to test an individual’s ability to utilise a wide range of vocabulary.  
Candidates are required to identify antonyms, synonyms, definitions and 
rhyming pairs. Questions are presented in a multiple choice question 
style. The difficulty level is increased from Fundamental to the Core and 
Professional levels by the obscurity of the given words and the relevance 
of the options to the given word.

Candidates are presented with 30 questions to complete within 15 
minutes. The candidate’s responses are automatically marked and a point 
is awarded for each correctly answered question. Skipped questions or 
those that are not taken will result in no point being awarded.

Sample question 
Core level

FUNDAMENTAL
In this test candidates are required to 
demonstrate a vocabulary that spans the words 
used daily within the workplace. The candidates 
are not expected to answer questions for 
advanced or obscure words. 

A candidate taking the Fundamental level of 
a test is expected to have subject knowledge 
aligned to a foundation level GCSE graduate.  

CORE
In this test candidates are required to 
demonstrate a vocabulary that spans the words 
used commonly in professional writing. 

A candidate taking the Core level of a test is 
expected to have subject knowledge aligned 
to a higher level GCSE graduate.

PROFESSIONAL
In this test candidates are required to 
demonstrate a vocabulary that spans the words 
used in formal writing and can have repercussions 
if incorrectly used. This test builds on the Core 
level by including words of cultural significance 
which may be encountered in a diverse work 
environment. 

A candidate taking the Professional level of a test 
is expected to have subject knowledge aligned  
to an A-Level graduate.

TEST DETAILS

PRACTICE  
TEST AVAILABLE

15 MINUTES
ALLOWED

10 MINS AVERAGE 
COMPLETION TIME

30 QUESTIONS 
PRESENTED

240 QUESTIONS 
IN POOL

VOCABULARY 
TEST

Q.  Andrea, which word has the opposite meaning to “commercial”?: 

 trade

 charitable

business

 freed
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OVERVIEW

Designed to test an individual’s ability to utilise a wide range of verbal 
reasoning skills. Candidates are required to answer questions on the 
following areas: letter sequences, deductive reasoning dilemmas, reading 
comprehension and analogy. Questions are presented in a variety of 
formats including: true or false statements, multiple choice questions and 
questions with manual entry answers. This test has progressive difficulty, 
with questions becoming harder as a candidate progresses through the test. 

Candidates are presented with 30 questions to complete in 15 minutes. 
The first 10 questions are at Fundamental level, questions 11 to 20 are 
at Core level and the final 10 questions are at Professional level. The 
candidate’s responses are automatically marked and a point is awarded  
for each correctly answered question. Skipped questions or those that  
are not taken will result in no point being awarded.

Sample question 
Core level

TEST DETAILS

PRACTICE  
TEST AVAILABLE

30 MINUTES
ALLOWED

30 QUESTIONS 
PRESENTED

VERBAL  
REASONING TEST

Q.  Holly, please read the following information and answer the question below. 

Answer the question according to only the information shown. 

 
A, Y, C, W, E, U, ___ 

 
Holly, what is the missing letter from the sequence above? 

G
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PROGRESSIVE 
DIFFICULTY

FUNDAMENTAL
Questions 1-10 

At this level candidates are required to deduce 
from the information shown, an answer from the 
multiple choice selections available.

A candidate taking the Fundamental level of 
a test is expected to have subject knowledge 
aligned to a foundation level GCSE graduate.

CORE
Questions 11-20 

At this level candidates are required to solve more 
complex problems and are given an answer  
box to manually enter an answer.

A candidate taking the Core level of a test is 
expected to have subject knowledge aligned 
to a higher level GCSE graduate.

PROFESSIONAL
Questions 21-30 

At this level candidates are required to solve 
problems which require advanced logic and 
deduction abilities and are given an answer box 
to manually enter an answer.

A candidate taking the Professional level of a test 
is expected to have subject knowledge aligned to 
an A-Level graduate.
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