
TECHNIQUES FOR THE CERTIFICATE EXAM  
by Charo & michelle (Feb. 2014) 

 
❏ When you get the examination paper, check all the pages are complete, and 

where each exercise begins and ends.  
❏ Read the instructions CAREFULLY, underlining words that will help you 

remember key things. If you fail to comply with the requirements, you could be 
failing the test! If mistakes are penalized or a recording will only be heard once, 
this information will be included in the task description.  

❏ You can only use a blue/black pen. You can underline and scribble everywhere 
except in the spaces for your information and answers. You should cross out 
whatever you want to and never use rubbers/erasers. Don't waste precious time. 

 

READING 
 
READING: MULTIPLE CHOICE 

Multiple choice questions are of two kinds: some test your general understanding of 
the text, or main ideas (skimming) and they tend to be at the beginning or the end 
of the list of questions, and some test your ability to find particular information 
(scanning), and most typically (not always) they follow the order of the paragraphs. 
  

1. Skimming. You should read the questions quickly to find out what the questions 
are about. Next skim the text, for general understanding. Don’t stop to think about 
individual words. It will take you a few minutes but skimming will give time to your 
brain to focus on the topic and relieve your anxiety because you know you don't 
have to understand it all, just read it all.  

2. Scanning 1. Read the questions carefully. Underline key words to decide which 
information is required. Underlining tip: choose topic words and/or points of contrast 
between the options (why the options are different). Read carefully, trying to 
understand it all. If you can't understand something, read it a couple of times, but 
then move on because first you need to secure the points you can get from the 
questions you can answer more easily. When you feel you have found an answer, 
write down the number of the question in the margin next to the paragraph, and 
move on to continue locating the areas where the rest of the answers are. Tick the 
questions you answer & mark lightly the part where you can’t find the answer yet. 

3. Scanning 2. Scan the text again: double check the answers you jotted down in your 
first scanning and transfer them to the answer space. After solving these easy ones 
focus on the hard ones. Read carefully the question and the part of the text where 
the answer might be, a few times. Finally, if unsure, make a sensible guess. 
 

READING: CLOZE TEXT 

1. Skim: Read the text quickly for a general idea of the topic reading it out loud 
in your mind voicing the gaps, so you don't confuse your syntactic mind. Go 
through the words you need to include in this text. Notice if they are 
particles, or verbs, nouns, adjectives... just the ones that clearly help you to 
include them in the text. Notice what comes before and after the gap, too. 

2. Use the gapped sentence to help you decide what kind of word you need. Jot 
down the number of the gap next to the candidate word in the box. 

3. Fill in the gaps you are confident about.  
4. Then read the text again (scan) and fill in the remaining gaps. Make a 

sensible guess if you are not sure. Don’t leave any spaces empty. 



TECHNIQUES FOR THE CERTIFICATE EXAM 
by Charo & michelle (Jan. 2014) 

 
LISTENING 

 
LISTENING: MULTIPLE CHOICE 

1. Before you listen, underline the key words to keep you “open” to what to 
expect from the activity and help your brain connect while listening.  Do this 
in two ways: Firstly, underline the key word that refers to the topic idea. 
Secondly, if there are different options, underline the points of contrast.  

2. As you listen the first time, mark all the options you think are possible. 
Listen actively to make your choice. Don't panic! If this happens, continue 
working with the rest of the extracts and ignore the one that caused the fear! 

3. As you listen for the second time, check your ideas and make a final choice. 
4. Now it is time to read fast and check everything before you transfer your 

answers to the answer sheet. 
 

LISTENING: FILL IN THE GAPS 

1. Before you listen, read the texts first. It will give you an idea of what to 
expect. (Activate your background knowledge.) 

2. Expect to miss the first gap. Your ear may take a few seconds to adapt to the 
speaker's accent or way of speaking. Fill in the gaps with those words or 
phrases that you understood. In case you are not sure of what you heard, fill 
in the gap with what you think is the sound of the word. A blank is nothing. 
If you have a sound, perhaps you will eventually realize!   

3. Don’t waste time trying to fit your handwriting into the tiny space provided. 
Leave it for later when you transfer your answers. Don’t use liquid corrector 
(tip-ex) as this is a dangerous distraction. 

4. During the second listening, check sounds and your answers (that your 
transcription is accurate) and makes sense (use your grammar knowledge 
and life knowledge to check it does!).  

5. Go through your answers fast once the recording stops (double checking). 
Note: Spelling mistakes are not relevant if examiners can recognize the word. 

 

LISTENING: MATCHING SPEAKERS TO HEADINGS 

1. Read the instructions carefully. Are there any headings you will not need? 
Read through the headings and underline key topic words. If two heading 
are on a same topic, find some word indicating where they are different. 
On the spare space you find, write the numbers for each speaker in a 
column, so you can jot down key words when they speak. 

2. The first time you hear, jot down key words and make a first choice of 
answers. Make notes of the key words the speaker says (they are usually 
more repeated, stressed or clearly pronounced) and also the semantic fields. 
We can refer to this as the Skeleton of Meaning. 
Don’t panic! Keep busy! (by taking notes and going through the headings). In 
this way, you won't allow anxiety to interfere. 

3. The second time, listen for words associated with the options. Make your final 
choice of answer, using any notes you have made.  

4. Don’t leave any questions unanswered. 


