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Writing test advice for the candidate 

What do I need to know about my test? 

• You have 45 minutes to complete the Writing test.
• There are two tasks in the test. Each task has a suggested time to spend, and a range of words to

aim for.
• Try to write as much as you can for each task. This will give you the best chance to show your

writing ability. There is a word count function to show you how many words you have written.
• Make sure you leave enough time for both parts of the test. Use all the time available to plan and

write your answers. There is a timer to show you how many minutes you have spent on the test.
• Read the tasks carefully and consider ways to develop your answer. You can use a pen and paper

to plan your answer or list your ideas before you start typing.
• Be careful with your typing because there is no spellcheck! If you have some time at the end of the

test, read your answers again to check for spelling mistakes, spaces, full stops and capital letters.
• Look at the Business sample test  and read the information on the test so that you are familiar with

the tasks and how to move through the test.

https://www.metritests.com/metricatestdelivery/Assessment/Assignment?test=EST_Business%20_Writing_A1%20to%20C1_16plus_Sample
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Task type 1 

 

 

Email task 

 

Time and no. of 
words 

You should spend around 20 minutes on Part 1.  

Write between 100 – 200 words. 

Testing focus  Using a range of structures and vocabulary in an appropriate register with 
coherent organisation of ideas 

Advice • You should spend about 20 minutes on this task. 
• Read the task instructions and input message carefully.  
• Plan your answer so that you include all the information that is 

required.  
• Try to write your answer in a style and format that is appropriate for 

replying to an email in a business setting.  
• Try to link your ideas together so that your writing is easy to follow. 
• Think about how you can use paragraphs effectively. 
• Try to use a variety of vocabulary and grammatical structures.  

 
Preparation 

 

• Practise writing emails in a work or organisational setting. 
• Practise writing within a time limit so that you know how to manage 

your time. 
• Practise writing online using https://writeandimprove.com/ 

https://writeandimprove.com/
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Task type 2 

 

 

Report or email task 

 

Time and no. of 
words 

You should spend around 25 minutes on Part 2.  

Write between 100 – 250 words. 

Testing focus  Using a range of structures and vocabulary in an appropriate register with 
coherent organisation of ideas 

Advice • You should spend about 25 minutes on this part. 
• Read the task instructions carefully. 
• Try to write your answer in a style and format that is appropriate for 

a report on email in a business setting 
• Try to link your ideas together so that your writing is logical and 

easy to follow. 
• Think about how you can structure your answer and use 

paragraphs effectively. Headings and sub-headings may be used 
as one organisational device among others. Avoid using long lists 
of bullet points in your answer where these will not show that you 
can link the ideas in your response effectively. 

• Try to use a variety of vocabulary and grammatical structures.  
 

Preparation 

 

• Practise writing within a time limit so that you know how to manage 
your time. 

• Practise writing online using https://writeandimprove.com/ 

 

https://writeandimprove.com/



