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Introduction
What is the European Language Portfolio?

The Counc�l of Europe has developed the European Language Portfol�o (ELP), and val�dated models �n more than 
20 countr�es, as a means of encourag�ng l�ngu�st�c d�vers�ty and �nternat�onal mob�l�ty, and promot�ng plur�l�ngual�sm.

The ELP �s a means of record�ng your language sk�lls and �ntercultural exper�ences w�thout the need for formal 
assessment. Although �t �s a European document, �t �s not des�gned for European languages exclus�vely: �t can be 
used to record sk�lls �n any language, wherever you may have learnt �t. The ELP also helps you to reflect on the 
ways �n wh�ch you learn languages and what you m�ght want to ach�eve �n future.

Var�ous vers�ons of the ELP have been developed across Europe, ta�lored to the needs of d�fferent nat�onal�t�es, age 
groups or types of learner. Each val�dated model follows common pr�nc�ples and gu�del�nes, however, to ensure that 
your record of sk�lls �s recogn�sed �nternat�onally.

Who is it for?

Th�s vers�on, the European Language Portfolio – Adult version: Revised edition �s the Un�ted K�ngdom’s sole model 
for use by adults who have developed or are develop�ng language sk�lls, whether for work or soc�al reasons. It �s 
also su�table for students aged 14–16, part�cularly those who are learn�ng a language �n a work-related context. It 
complements CILT’s European Language Portfolio – Junior version, wh�ch �s su�table for younger learners.

The ELP �s des�gned to be your personal property: a document that you own and cont�nuously update. You can use 
�t on your own or w�th the help of a language teacher. It �s not a qual�f�cat�on, so �t does not have to be sent to any 
off�c�al body for check�ng or endorsement.

Employers can also use the ELP as a reference document, to �dent�fy what language sk�lls they need the�r 
employees to develop, or when recru�t�ng new staff.

Why should I use the ELP?

Many people have language sk�lls wh�ch are not reflected �n the qual�f�cat�ons or cert�f�cates they have  
ga�ned – s�mply because they have not been assessed or learned �n formal educat�on. At the same t�me, a l�ttle 
language can go a long way, so even bas�c levels of sk�lls �n another language can help you break the �ce, bu�ld 
relat�onsh�ps, or�entate yourself abroad or get more enjoyment from fore�gn f�lms, mus�c, etc.

The ELP enables you to complete the p�cture: to recogn�se and value what you can do �n another language, and to 
record all your language sk�lls and exper�ences w�th other cultures. Complet�ng the ELP can be a pos�t�ve, mot�vat�ng 
exper�ence �n �tself.

As well as enabl�ng you to record your current sk�lls, the ELP �s a useful tool for develop�ng sk�lls through pract�ce 
and exper�ence. It helps you to th�nk about and plan for the future – your strengths, weaknesses, what you enjoy 
be�ng able to do w�th another language – and to chart your progress. If you want to learn a new language or �mprove 
on ex�st�ng knowledge, the ELP w�ll help you to understand your background and ab�l�t�es. It w�ll help you become 
aware of d�fferent learn�ng styles, to �dent�fy wh�ch ways of learn�ng are best su�ted to you, and to develop reflect�ve 
pract�ce as a language learner.

If you are look�ng for a job that �nvolves languages, the ELP can complement your CV. You m�ght, for example, take �t 
to a job �nterv�ew and show a potent�al employer the ev�dence you have gathered �n the Doss�er sect�on to �llustrate 
what you can do us�ng another language.

The ELP �s based on common pr�nc�ples and gu�del�nes, and the sk�lls levels descr�bed are based on the Common 
European Framework of Reference for Languages (CEFR). Th�s means that �t has val�d�ty beyond the UK and, 
potent�ally, w�ll be recogn�sed by employers �n many d�fferent countr�es.

Here �s what some prev�ous users have sa�d about the ELP:

The ELP helps me assess my own language skills and abilities, even though I don’t have formal qualifications.

It’s attractive to employers: it records my non-academic relevant experience, e.g. travel, overseas customer 
contact, etc.

The ELP allows me to record my progress since gaining my language degree and encourages me to take my 
languages further.
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How can I use the ELP?

The ELP has three sect�ons:

 The A5 booklet, the Language Passport, �s where you can summar�se your sk�lls, exper�ences and 
ach�evements �n languages; �ts format �s �dent�cal across most European models for adults, so that �t can be 
recogn�sed eas�ly. The UK vers�on also conta�ns a mapp�ng chart so you can see how European competence 
levels compare to UK qual�f�cat�ons.
 The Language B�ography allows you to explore your formal and �nformal language learn�ng �n more depth and 
to reflect on your approach to learn�ng. It conta�ns a sect�on on contacts w�th other cultures, to help you �dent�fy 
and cons�der the �ntercultural sk�lls you have developed through your exper�ences.
 The Doss�er �s a collect�on po�nt for ev�dence of your language sk�lls: course cert�f�cates, qual�f�cat�ons, w�tness 
statements and examples of work produced �n another language.

There are no rules about how to complete your ELP, but here are some suggest�ons of how to get started:

 F�rst, read through the Language Passport. Pay part�cular attent�on to the self-assessment gr�d on pages 
6–7. Th�s descr�bes language competence at the s�x levels of the CEFR, from Breakthrough (A1) to Mastery 
(C2). There are f�ve separate language sk�lls: L�sten�ng, Read�ng, Spoken Interact�on (�.e. two-way or group 
conversat�ons), Spoken Product�on and Wr�t�ng. Tak�ng one language at a t�me, th�nk about wh�ch statements 
best descr�be your sk�lls.
 Next, you m�ght f�nd �t helpful to th�nk about where and how you learned your language(s), what you can do 
at the moment and what you would l�ke to be able to do w�th your language(s) �n future. For th�s, turn to the 
Language B�ography and start bu�ld�ng a p�cture of yourself as a language learner. The checkl�sts wh�ch start on 
page 6 are mapped to each CEFR level. They m�ght not all be relevant to you – just select those wh�ch are.
 If you want to use your ELP to support an appl�cat�on for a language course or a job, now m�ght be a good 
t�me to complete the Passport and work on bu�ld�ng a portfol�o of ev�dence �n your Doss�er. Make sure you take 
cop�es or save an electron�c vers�on, so that you can update the documents as necessary.

If you already have ev�dence of your sk�lls (e.g. qual�f�cat�ons or cert�f�cates, letters you have wr�tten �n another 
language, reference letters from an employer), you m�ght f�nd �t eas�er to start by collat�ng these and mapp�ng them 
to the CEFR levels.

Remember, every part of the ELP �s des�gned to g�ve a p�cture of your current sk�lls, so you should rev�s�t and 
update �t regularly.

Where can I get more information?

www.coe.int/portfolio 
Informat�on on the Counc�l of Europe and ELP developments �n other countr�es. To download the self-assessment 
gr�d from the Common European Framework of Reference �n a var�ety of languages, select Levels from the ma�n 
menu. 

www.cilt.org.uk 
Further �nformat�on about the UK Adult and Jun�or vers�ons of the ELP and the work of CILT, the Nat�onal Centre 
for Languages. Deta�ls of resources and support for language learn�ng and teach�ng throughout the UK. Informat�on 
on aud�t�ng language sk�lls for work.

www.blis.org.uk
One-stop onl�ne shop for language and cultural expert�se, �nclud�ng deta�ls of job vacanc�es and language courses.

www.languageswork.org.uk 
Informat�on, adv�ce and case stud�es on us�ng languages to help you �n your career.

•

•

•
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Language Biography
Biographie Langagière





B1

How to use the Biography
Th�s sect�on �s des�gned to help you reflect on your prev�ous language learn�ng and cultural exper�ences and your 
present mot�vat�on to cont�nue to learn�ng languages.

It helps you and any language teacher you may have (now or �n the future) to understand your language learn�ng 
background, the strateg�es wh�ch help you learn and what language sk�lls you most need to learn, e�ther for work 
or personal reasons.

The ELP �s a personal document wh�ch �s your property. The ma�n object of the B�ography �s to help you reflect 
upon and record your own development – how you respond to language learn�ng and �ntercultural s�tuat�ons, why 
th�s may be, ways �n wh�ch you f�nd yourself chang�ng �n the l�ght of exper�ence and so on.

The B�ography �s des�gned to be a dynam�c document: you should refer to �t regularly to chart your progress and 
rev�s�t your goals.

 

Language Biography/Biographie Langagière
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My language background

Name:Name: Mother tongue:Mother tongue:
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My language background (continued)

For each language, use the boxes below to comment on your learn�ng exper�ence, for example:
Reasons for learn�ng the language
Aspects of the learn�ng process wh�ch you part�cularly enjoyed or d�sl�ked
Aspects of learn�ng the language wh�ch you found d�ff�cult or easy
How the language �s of use to you now and/or how �t could prove useful �n the future
Whether learn�ng the language has helped you cope w�th learn�ng other languages

Language

Comments:

Language

Comments:

•
•
•
•
•

Language Biography/Biographie Langagière
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Language

Comments:

Language

Comments:

Language

Comments:
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My current language learning

The follow�ng pages g�ve a l�st of descr�pt�ons des�gned to help you �dent�fy �n deta�l: 
the language sk�lls you have at the moment.
the language sk�lls you would l�ke to develop �n future.

The descr�pt�ons are spl�t �nto sect�ons descr�b�ng the f�ve d�fferent l�ngu�st�c sk�lls: L�sten�ng, Read�ng, Spoken 
Interact�on (�.e. two-way or group conversat�ons), Spoken Product�on and Wr�t�ng. They are ordered accord�ng to 
the s�x d�fferent Common European Framework of Reference for Languages (CEFR) levels, from Breakthrough 
(A1) to Mastery (C2), and are based on the Counc�l of Europe’s approved ‘bank of descr�ptors’.

For an overv�ew and further explanat�on, look �n the Language Passport (the CEFR Self-assessment gr�d on pages 
6–7 and the Language assessment scales – a compar�son on page 16).

How to use this section

For each language you already know, you are currently learn�ng or you are plann�ng to learn:

 Read through the f�ve language sk�ll sect�ons and dec�de wh�ch level appl�es to you. (You may f�nd �t eas�er to 
look f�rst at the CEFR Self-assessment gr�d �n the Language Passport, to get an �dea of wh�ch levels are most 
appropr�ate for you.)
Select the statements wh�ch best descr�be what you can do now.
 Use the rema�n�ng descr�pt�ons at that level and the level(s) above to �dent�fy what sorts of th�ngs you would l�ke 
to be able to do w�th your language sk�lls �n future.

The descr�pt�ons are des�gned to be used by language learners or users �n a range of contexts. So you may 
f�nd that some of them descr�be s�tuat�ons or act�v�t�es wh�ch do not apply to you. Just select those wh�ch are 
relevant. For example, �f you are not learn�ng the language for work, you can concentrate on the descr�pt�ons 
related to personal and soc�al act�v�t�es. Extra l�nes have been added at each level so that you can add �n your own 
descr�pt�ons of your ach�evements so far or your object�ves for the future.

If you are learn�ng a language, you may w�sh to d�scuss th�s w�th your tutor. S/he w�ll help you �dent�fy what you w�ll 
need to do to reach the level you are a�m�ng for.

It �s perfectly normal and acceptable for you to have a m�xture of h�gher and lower levels of sk�ll �n d�fferent aspects 
of understand�ng or us�ng a language. For example, �f you have grown up w�th some members of your fam�ly 
speak�ng Urdu, your l�sten�ng sk�lls may be at level B2, your speak�ng sk�lls at level B1 and your read�ng and wr�t�ng 
sk�lls, wh�ch you may have had fewer opportun�t�es to pract�se, at level A2. In fact, depend�ng on what you want to 
do w�th the language, you may not need or want to have equal levels of prof�c�ency �n all f�ve language sk�lls.

NB As w�th all parts of the ELP, you should be able to update th�s sect�on as your language competence �mproves. 
Ensure you have enough cop�es of these pages to keep records of your sk�lls �n d�fferent languages and so that 
you can update your records.

•
•
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Language: Date 

CEFR Listening I do this now I’d like to do 
this in future

A1

I can understand bas�c greet�ngs and phrases e.g. ‘hello’, ‘good 
morn�ng’, ’excuse me’, ‘sorry’,’ thank you’.

I can understand s�mple quest�ons about myself when people speak 
slowly and clearly.

I can understand very s�mple �nformat�on concern�ng numbers and 
t�me, e.g. days of the week, months of the year, numbers, pr�ces and 
t�mes.

I can understand short s�mple �nstruct�ons and d�rect�ons g�ven �n 
clear slow speech.

I can understand very short d�alogues when people speak slowly and 
clearly.

I can understand s�mple words concern�ng myself, my fam�ly, my 
�mmed�ate env�ronment when people speak slowly and clearly.

A2

I can understand s�mple phrases, quest�ons and �nformat�on relat�ng to 
bas�c personal needs, e.g. shopp�ng, eat�ng out, go�ng to the doctor.

I can understand everyday words and phrases relat�ng to areas of 
personal �nterest, e.g. soc�al l�fe, hol�days.

I can understand bas�c �nformat�on about people, the�r fam�ly, home, 
work and hobb�es. 

I can �dent�fy the top�c of conversat�on around me when people speak 
slowly and clearly.

I can grasp the essent�al elements of clear, short, s�mple messages 
and recorded announcements, e.g. on the telephone, at the ra�lway 
stat�on. 

I can follow s�mple d�rect�ons, e.g. how to get from X to Y on foot or by 
publ�c transport.

I can �dent�fy the ma�n top�c of TV news �tems report�ng events, 
acc�dents etc �f there are accompany�ng p�ctures.

I can follow s�mple �nstruct�ons and descr�pt�ons of operat�ons related 
to my work, �f they are supported by pract�cal demonstrat�on.
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CEFR Listening I do this now I’d like to do 
this in future

B1

I can understand stra�ghtforward factual �nformat�on about everyday, 
study or work-related top�cs, �dent�fy�ng both general mean�ng and 
spec�f�c deta�ls, prov�ded that speech �s clear and �n a fam�l�ar accent.

I can follow the g�st of everyday conversat�on and short narrat�ves on 
fam�l�ar top�cs when del�vered �n clear standard speech. 

I can catch the ma�n elements of many rad�o or TV news bullet�ns, and 
recorded aud�o mater�al on top�cs of personal and profess�onal �nterest 
del�vered �n relat�vely slow, clear standard speech.

I can understand deta�led d�rect�ons, �nstruct�ons and messages 
relat�ng to everyday personal and work matters (e.g. travel 
arrangements, answer�ng mach�nes).

I can work out the mean�ng of unknown words from a fam�l�ar context.

I can understand the ma�n po�nts of a conversat�on or short 
presentat�on �n clear standard speech on matters regularly 
encountered at work. 

I can understand spec�f�c deta�ls and general �nformat�on from rout�ne 
telephone calls.

B2

I can understand standard spoken language on both fam�l�ar and 
unfam�l�ar top�cs �n everyday s�tuat�ons.

I can �dent�fy �nformat�on, �deas and op�n�ons �n extended speech and 
follow complex l�nes of argument, prov�ded the top�c �s reasonably 
fam�l�ar and/or related to my work and del�vered �n standard spoken 
language.

I can follow l�vely  conversat�ons w�th several fast speakers, although I 
may have a problem jo�n�ng �n.

I can grasp the overall mean�ng of  most rad�o  programmes  and 
aud�o mater�al del�vered �n standard speech and �dent�fy the speaker’s 
mood, tone etc. 

I can grasp the overall mean�ng of most f�lms, TV news programmes, 
documentar�es, �nterv�ews, chat shows �n standard speech.

Language Biography/Biographie Langagière
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CEFR Listening I do this now I’d like to do 
this in future

C1

I can follow most talks, d�scuss�ons and debates related to my area of 
work or study w�th relat�ve ease.

I can follow extended speech even when �t �s not clearly structured 
and when l�nks between �deas are only �mpl�ed and not s�gnalled 
expl�c�tly.   

I can eas�ly follow complex �nteract�ons between th�rd part�es �n group 
d�scuss�on and debate, �nclud�ng those on abstract and unfam�l�ar 
top�cs.

I can recogn�se a w�de range of �d�omat�c express�ons and 
colloqu�al�sms and apprec�ate d�fferent styles and degrees of formal�ty. 

I can understand complex techn�cal �nformat�on, such as operat�ng 
�nstruct�ons, spec�f�cat�ons for fam�l�ar products and serv�ces. 

I can understand complex work-related procedures, e.g. recru�tment 
pol�cy, equal opportun�t�es pol�cy.

I can understand a w�de range of recorded and broadcast aud�o 
mater�al, �nclud�ng some non-standard usage and �dent�fy f�ner 
po�nts of deta�l �nclud�ng �mpl�c�t att�tudes and relat�onsh�ps between 
speakers.

C2

I have no d�ff�culty �n understand�ng any k�nd of spoken language, 
whether l�ve or broadcast, even when del�vered at fast nat�ve speed, 
prov�ded I have some t�me to get fam�l�ar w�th the accent.

I can follow spec�al�sed lectures and presentat�ons employ�ng a h�gh 
degree of colloqu�al�sm, reg�onal usage or unfam�l�ar term�nology.

I can understand all complex techn�cal �nstruct�ons regard�ng a 
product or equ�pment.

I can understand any nat�ve speaker, g�ven an opportun�ty to adjust to 
non-standard accent or d�alect.
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Language: Date 

CEFR Reading I do this now I’d like to do 
this in future

A1

I can understand s�mple forms well enough to g�ve bas�c personal 
deta�ls, e.g. name, address, date of b�rth.

I can p�ck out fam�l�ar names, words and phrases �n very short s�mple 
texts. 

I can understand very short s�mple greet�ngs and messages, e.g. on 
b�rthday cards, party �nv�tat�ons or text messages.

I can p�ck out the �nformat�on I need from catalogues, l�sts and 
posters, e.g. football league tables, f�lm show�ng t�mes.

I can understand words and very short phrases on common publ�c 
not�ces, e.g. ‘No smok�ng’, ‘Pr�vate’.

I can understand common commands, e.g. computer commands 
‘pr�nt’, ‘save’, ‘copy’.

I can follow �nstruct�ons that have clear p�ctures and few words. 

I can follow short s�mple wr�tten d�rect�ons, e.g. to go from X to Y.

A2

I can understand short s�mple messages and texts conta�n�ng bas�c 
everyday vocabulary relat�ng to areas of personal relevance or �nterest 
or to my job.

I can understand bas�c �nformat�on �n s�mple standard letters, 
documentat�on and faxes, e.g. hotel reservat�ons, b�lls, �nvo�ces.

I can understand short s�mple messages about my work or my 
�nterests, e.g. e-ma�ls, webchats, postcards or notes.

I can sk�m s�mple everyday mater�als for spec�f�c pred�ctable 
�nformat�on, e.g. use a d�rectory to f�nd a serv�ce, f�nd the pr�ces of 
secondhand �tems �n class�f�ed newspaper adverts, use a menu.

I can understand everyday s�gns and publ�c not�ces, e.g. on the street, 
�n shops, hotels, ra�lway stat�ons.

I can �dent�fy key �nformat�on �n short newspaper/magaz�ne reports 
recount�ng stor�es or events.

I can follow clear, s�mple, step-by-step �nstruct�ons, e.g. for us�ng a 
telephone, tak�ng out cash or buy�ng a dr�nk from a mach�ne. 
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CEFR Reading I do this now I’d like to do 
this in future

B1

I can read stra�ghtforward factual texts on subjects related to my 
�nterests or work w�th a reasonable level of understand�ng.

I can f�nd and understand relevant �nformat�on �n everyday and 
work-related mater�al, e.g. brochures, short off�c�al documents, short 
reports, job adverts.

I can follow the plot of clearly structured narrat�ves and modern l�terary 
texts.

I can sk�m short texts (e.g. news summar�es) and f�nd relevant facts 
and �nformat�on, e.g. who has done what and where.

I can scan longer texts �n order to locate spec�f�c factual �nformat�on. 

I can understand standard bus�ness letters. 

I can �dent�fy the ma�n conclus�ons �n clearly wr�tten argumentat�ve 
texts. 

I can follow clear, rout�ne �nstruct�ons, e.g. for a game, rec�pe, us�ng 
equ�pment, or �nstall�ng computer software. 

B2

I can read correspondence relat�ng to my f�eld of �nterest and read�ly 
grasp the essent�al mean�ng.

I can understand �n deta�l texts d�rectly related to my spec�al�st 
personal or work �nterests.

I can understand art�cles on a range of spec�al�sed top�cs us�ng a 
d�ct�onary and other appropr�ate reference resources.

I can qu�ckly grasp the content and relevance of news �tems, art�cles 
and reports on a var�ety of top�cs connected w�th my �nterests or my 
job, and dec�de �f a closer read�ng �s worthwh�le.

I can read and understand art�cles and reports �n wh�ch wr�ters 
express op�n�ons or v�ewpo�nts, e.g. arts rev�ews, pol�t�cal commentary, 
evaluat�ons.

I can understand lengthy �nstruct�ons (e.g. �n a user manual for a TV 
or techn�cal equ�pment), used �n my work, as long as I can reread 
d�ff�cult sect�ons.

I can qu�ckly look through a manual (e.g. for a computer programme) 
and f�nd and understand the relevant explanat�ons and help for a 
spec�f�c problem.
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CEFR Reading I do this now I’d like to do 
this in future

C1

I can read contemporary l�terary texts w�th ease. 

I can understand any correspondence g�ven the occas�onal use of a 
d�ct�onary. 

I can understand long complex �nstruct�ons, e.g. for the use of a new 
p�ece of equ�pment, even �f these are not related to my job or f�eld of 
�nterest, prov�ded I have enough t�me to reread them.

I can extract �nformat�on, �deas and op�n�ons from h�ghly spec�al�sed 
texts �n my own f�eld, e.g. research reports. 

C2

I can understand and �nterpret cr�t�cally v�rtually all forms of the wr�tten 
language �nclud�ng abstract, structurally complex, or h�ghly colloqu�al 
l�terary and non-l�terary wr�t�ngs.

I can understand complex factual documents such as techn�cal 
manuals and legal contracts.

I can understand a w�de range of long and complex texts, apprec�at�ng 
subtle d�st�nct�ons of style and �mpl�c�t as well as expl�c�t mean�ng. 
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Language: Date 

CEFR Spoken interaction I do this now I’d like to do 
this in future

A1

I can make bas�c �ntroduct�on, e.g. say who I am, ask someone’s 
name and �ntroduce someone. 

I can use bas�c greet�ngs and courtesy phrases, e.g. ‘please’, ‘thank 
you’, ‘how are you?’, ‘I’m f�ne’. 

I can make s�mple purchases, us�ng po�nt�ng and gestures to support 
what I say. 

I can ask and answer very s�mple quest�ons about my place of work or 
study, my job, my fam�ly or �nterests, �f I can take my t�me and get help 
from the person I am talk�ng to.

I can reply to s�mple d�rect quest�ons about personal deta�ls �f these 
are spoken very slowly and clearly �n standard language.

I can �nd�cate that I understand or do not understand. 

A2

I can ask and answer s�mple quest�ons about fam�l�ar top�cs and 
rout�ne act�v�t�es, e.g. weather, fam�ly, �nterests, t�mes of work�ng day, 
locat�on of company departments.

I can address people �n both �nformal and formal ways.

I can make and respond to �nv�tat�ons, suggest�ons, apolog�es and 
requests for perm�ss�on. 

I can carry out s�mple transact�ons, e.g. �n shops, post off�ces, ra�lway 
stat�ons and order someth�ng to eat or dr�nk. 

I can make s�mple plans w�th people, e.g. what to do, where to go and 
when to meet. 

I can express what I feel �n s�mple terms, and express thanks. 

I can handle s�mple phone calls, e.g. say who �s call�ng, ask to speak 
to someone, g�ve my number, answer a call, take a s�mple message.

I can ask for and prov�de s�mple, pract�cal �nformat�on, e.g. d�rect�ons, 
t�mes, dates, quant�t�es, job roles, bas�c safety at work.

I can g�ve or follow s�mple �nstruct�ons, e.g. expla�n how to get 
somewhere or how to do someth�ng. 

I can show that I am follow�ng what people say, and can get help �f I 
cannot understand. 
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CEFR Spoken interaction I do this now I’d like to do 
this in future

B1

I can start, ma�nta�n and close s�mple face-to-face conversat�on on 
top�cs that are fam�l�ar, of personal �nterest or related to everyday 
work, w�th generally appropr�ate use of formal or �nformal language.

I can handle most pract�cal tasks �n everyday s�tuat�ons, e.g. mak�ng 
telephone enqu�r�es, ask�ng for a refund, negot�at�ng purchase.

I can express and respond to feel�ngs and att�tudes, e.g. surpr�se, 
happ�ness, sadness, �nterest, uncerta�nty, �nd�fference.

I can agree and d�sagree pol�tely, exchange personal op�n�ons, d�scuss 
what to do next, compare and contrast alternat�ves. 

I can cope l�ngu�st�cally w�th unexpected events e.g. need�ng a dent�st/
doctor or gett�ng a breakdown serv�ce. 

I can ask for and g�ve deta�led pract�cal �nstruct�ons and d�rect�ons. 

I can repeat back what �s sa�d to check �f I have understood.

B2

I can part�c�pate fully �n conversat�ons on general top�cs w�th a degree 
of fluency and naturalness, and appropr�ate use of formal or �nformal 
language. 

I can express my �deas and op�n�ons clearly and prec�sely, and can 
present and respond to complex l�nes of reason�ng conv�nc�ngly, 
prov�d�ng relevant explanat�ons, arguments and comments.

I can cope l�ngu�st�cally w�th potent�ally complex problems �n rout�ne 
s�tuat�ons, e.g. compla�nts about goods and serv�ces. 

I can exchange deta�led factual �nformat�on on matters related to my 
study, work or �nterests.

C1

I can jo�n �n most l�vely conversat�ons w�th several fast speakers, even 
�f the subject �s not very fam�l�ar. 

I can part�c�pate effect�vely �n extended d�scuss�ons and debates on 
complex top�cs of personal, profess�onal, soc�al or cultural �nterest.

I can argue a formal pos�t�on conv�nc�ngly, respond�ng to quest�ons 
and comments and answer�ng complex l�nes of counter argument 
fluently, spontaneously and appropr�ately. 

I can part�c�pate fully �n an �nterv�ew, as e�ther �nterv�ewer or 
�nterv�ewee, fluently expand�ng and develop�ng the po�nt under 
d�scuss�on, and handl�ng �nterject�ons well.
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CEFR Spoken interaction I do this now I’d like to do 
this in future

C2

I can hold my own �n formal d�scuss�ons of complex �ssues, argu�ng 
art�culately and persuas�vely and w�thout be�ng at a d�sadvantage 
compared w�th nat�ve speakers. 

I have a good command of �d�omat�c express�ons and colloqu�al�sms 
w�th an awareness of �mpl�ed mean�ng and mean�ng by assoc�at�on. 

I can express myself naturally and effortlessly; I need only to pause 
occas�onally �n order to select prec�sely the r�ght words. 
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 Language: Date 

CEFR Spoken production I do this now I’d like to do 
this in future

A1

I can �ntroduce myself and say what I do very br�efly and s�mply us�ng 
set phrases. 

I can g�ve bas�c �nformat�on about myself, e.g. age, address, job t�tle, 
company name, fam�ly, �nterests.

I can g�ve very short rehearsed statements, e.g. to �ntroduce a 
speaker, propose a toast.

A2

I can use s�mple words and phrases to descr�be people I know. 

I can g�ve short s�mple descr�pt�ons of events or tell a s�mple story.

I can s�mply descr�be my educat�onal background, my present or most 
recent job.

I can g�ve a short rehearsed presentat�on on a fam�l�ar subject �n my 
area of work or study.

I can expla�n what I l�ke or d�sl�ke about someth�ng.

B1

I can g�ve stra�ghtforward descr�pt�ons on fam�l�ar subjects related to 
my work, study or �nterests.

I can descr�be dreams, hopes and amb�t�ons.

I can expla�n and g�ve reasons for my plans, �ntent�ons and act�ons.

G�ven t�me to prepare, I can present my work colleagues, my work 
place and �ts organ�sat�on and conduct a short gu�ded tour of my 
place of work.

I can expla�n s�mply how to use a p�ece of equ�pment or a mach�ne.

I can g�ve a short and stra�ghtforward prepared presentat�on on a 
chosen top�c �n my academ�c or profess�onal f�eld �n a reasonably 
clear and prec�se manner. 
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CEFR Spoken production I do this now I’d like to do 
this in future

B2

I can g�ve clear, deta�led descr�pt�ons on a range of subjects related to 
personal, cultural, soc�al or work �ssues.

I can develop a clear coherent argument, l�nk�ng �deas log�cally and 
expand�ng and support�ng my po�nts w�th appropr�ate examples. 

I can expla�n a v�ewpo�nt on a top�cal �ssue or work proposal g�v�ng 
advantages and d�sadvantages of var�ous opt�ons.

I can g�ve a clear, systemat�cally developed presentat�on on a top�c 
�n my area of work, study or spec�al �nterest, h�ghl�ght�ng s�gn�f�cant 
po�nts and relevant support�ng deta�l.

I can �n deta�l descr�be techn�cal equ�pment or work rout�nes �n my 
place of work.

If I do not know a word or express�on I can f�nd another way of say�ng 
what I mean. 

C1

I can g�ve clear deta�led descr�pt�ons of complex subjects �n my area 
of work, study or spec�al �nterest. 

I can elaborate a deta�led argument or narrat�ve, �ntegrat�ng sub-
themes, develop�ng part�cular po�nts and round�ng off w�th an 
appropr�ate conclus�on. 

I can g�ve a clear, well-structured presentat�on on a complex subject �n 
my area of work, study or spec�al �nterest, expand�ng and support�ng 
po�nts of v�ew w�th appropr�ate reasons and examples. 

C2

I can present a complex top�c conf�dently and art�culately to an 
aud�ence unfam�l�ar w�th �t, structur�ng and adapt�ng the talk flex�bly to 
meet the aud�ence’s needs. 

I can subst�tute an equ�valent term for a word I cannot recall w�thout 
d�stract�ng the l�stener. 
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 Language: Date 

CEFR Writing I do this now I’d like to do 
this in future

A1

I can wr�te a greet�ng card or s�mple postcard. 

I can f�ll �n a s�mple form or quest�onna�re w�th my personal deta�ls, 
e.g. date of b�rth, address, nat�onal�ty. 

I can order mater�al, tools and other th�ngs on a pre-pr�nted order 
form. 

A2

I can wr�te about aspects of my everyday l�fe (e.g. fam�ly, job, stud�es 
or �nterests, hol�days) �n s�mple l�nked sentences.

I can wr�te very short bas�c descr�pt�ons of events and act�v�t�es. 

I can wr�te very bas�c standard letters request�ng �nformat�on, e.g. 
about hotel accommodat�on. 

I can wr�te a s�mple note or letter to a fr�end or colleague to accept or 
offer an �nv�tat�on, thank someone or apolog�se.

I can place s�mple orders and us�ng set express�ons ask about qual�ty, 
pr�ce, del�very dates etc. 

I can f�ll �n a quest�onna�re g�v�ng an account of my educat�onal 
background, my job, my �nterests and my spec�f�c sk�lls. 

B1

I can wr�te s�mple, clear �nstruct�ons about work rout�nes or how a 
mach�ne works. 

I can wr�te my CV �n summary form. 

I can descr�be an event, e.g. a recent bus�ness tr�p or hol�day.

I can wr�te messages and very br�ef reports �n a standard format 
commun�cat�ng enqu�r�es and factual �nformat�on, expla�n�ng problems.

I can wr�te standard letters g�v�ng or request�ng deta�led �nformat�on. 
e.g. reply�ng to an advert�sement, apply�ng for a job. 

I can wr�te personal letters g�v�ng news, descr�b�ng exper�ences and 
�mpress�ons, and express�ng feel�ngs. 
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CEFR Writing I do this now I’d like to do 
this in future

B2

I can wr�te clear, deta�led text on a range of subjects relat�ng to my 
personal �nterests, work or stud�es. 

I can wr�te summar�es of art�cles on top�cs of general �nterest, or 
related to my job or stud�es, and summar�se �nformat�on from d�fferent 
sources and med�a.

I can wr�te about my place of work, d�fferent job roles of staff and the 
funct�ons of d�fferent departments.

I can wr�te a short rev�ew of a f�lm, play or book.

I can wr�te an essay or report wh�ch develops an argument, g�v�ng 
reasons to support or negate a po�nt of v�ew, we�gh�ng pros and cons.

I can wr�te letters and e-ma�ls wh�ch are more or less formal, 
accord�ng to how well I know the person I am wr�t�ng to. 

I can wr�te letters h�ghl�ght�ng the personal s�gn�f�cance of events and 
exper�ences and express�ng a var�ety of v�ews and feel�ngs.

C1

I can wr�te fluently and accurately on a w�de range of top�cs related to 
my job, stud�es or personal �nterests, vary�ng my vocabulary and style 
accord�ng to the context.

I can wr�te clear, well-structured texts on complex subjects �n my area 
of work, study or spec�al �nterest, underl�n�ng the relevant �ssues, 
develop�ng a well-supported argument at some length.

I can wr�te accurate formal letters that I could conf�dently send, w�thout 
gett�ng another person to check the language. 

I can wr�te deta�led letters, e-ma�ls etc, choos�ng phrases that subtly 
reflect my mood, e.g. humour, annoyance, �rony, affect�on. 

I can wr�te clear, deta�led descr�pt�ons and �mag�nat�ve texts �n an 
assured, personal, natural style appropr�ate to the reader �n m�nd. 

C2

I can wr�te a well-structured rev�ew of a paper or a project g�v�ng 
reasons for my op�n�on.

I can produce clear, smoothly-flow�ng, complex reports, art�cles or 
essays wh�ch present a case or elaborate an argument.

I can wr�te clear, well-structured complex letters �n an appropr�ate 
style, e.g. appl�cat�ons or requests, proposals to cl�ents.
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My plans
Use th�s page to capture th�ngs you may not have been able to log us�ng the checkl�sts. Wr�te down:

what you are good at �n the language;
what you need to work harder on;
why you want to learn the language (e.g. for your job, for travel or for study);
 what you want to ach�eve (e.g. to be able to wr�te an answer to a job advert�sement, to be able to chat to 
someone about your travel exper�ences, to be able to f�nd �nformat�on qu�ckly on the Internet).

1�
2�
3�
4�
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When I learn a language …
People learn �n many ways: by see�ng and hear�ng; reflect�ng and act�ng; reason�ng log�cally and �ntu�t�vely; 
memor�s�ng and v�sual�s�ng.

You may f�nd �t helpful to reflect on your own learn�ng styles. Each �nd�v�dual �s d�fferent. Look at the learn�ng styles 
descr�bed below and see wh�ch m�ght apply to you.

T�ck the boxes for the approaches wh�ch best descr�be the learn�ng style you feel most comfortable w�th and add 
further comments.  Th�s w�ll help you �dent�fy the best way of work�ng to �mprove your language sk�lls.

   I enjoy read�ng and prefer to see the words I 
am learn�ng. I l�ke to learn by look�ng at p�ctures 
and flashcards.

   I prefer to learn by l�sten�ng. I enjoy 
conversat�ons and the chance for �nteract�ons 
w�th others. 

My add�t�onal comments My add�t�onal comments

   I prefer to concentrate on the deta�ls of 
language, such as language rules and 
structures, and enjoy tak�ng apart words and 
sentences. 

   I prefer an �nteract�ve approach to learn�ng 
a new language, to ‘take r�sks’ when 
commun�cat�ng and learn from my m�stakes.

My add�t�onal comments My add�t�onal comments
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   I prefer learn�ng a language to convey an �dea, 
rather than worry about whether I have used 
language rules and structures correctly.

   I prefer to th�nk about the language and how to 
convey what I want to say accurately. I prefer to 
take my t�me �n formulat�ng what to say. 

My add�t�onal comments My add�t�onal comments

Use th�s space to wr�te about the language learn�ng exper�ences that you have part�cularly valued and/or that have 
made a strong �mpress�on on you:

The next sect�on w�ll help you to th�nk about what �ntercultural exper�ences you have had and what you have learnt 
from them.

Language Biography/Biographie Langagière



B22 © CILT, the Nat�onal Centre for Languages 2007

Contacts with people and countries with different cultures
These pages enable you to descr�be and record prev�ous and ongo�ng �ntercultural exper�ences, that �s, any events 
or exper�ences wh�ch �nvolve contacts w�th another country or culture, �nclud�ng �nteract�on w�th people. Together, 
they form your B�ography of Intercultural Competence1.

Section 1

You can enter any �nterest�ng deta�ls of your personal h�story that may have �nfluenced how you respond to 
�ntercultural s�tuat�ons.

Section 2

You are �nv�ted to th�nk about what k�nd of a person you are �n an �ntercultural context and what aspects of d�fferent 
cultures you f�nd part�cularly easy or d�ff�cult to adjust to.

Section 3

A d�ary of �ntercultural encounters and exper�ences �n wh�ch you can report what occurred and how th�s was 
valuable to you �n:

mak�ng you more open to understand�ng and respect�ng d�fferences;
broaden�ng and deepen�ng your knowledge of other cultures;
g�v�ng opportun�t�es to pract�se adapt�ng your behav�our to d�fferent expectat�ons.

1  © INCA, LdV II, 2004. The INCA (Intercultural Competence Assessment) project, funded by the Leonardo da V�nc� programme and led by CILT, the Nat�onal Centre 
for Languages, d�st�lled expert�se from across the EU to create and framework and set of tools for assess�ng �ntercultural competence.  For more �nformat�on, see 
www.�ncaproject.org.

•
•
•
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Section 1
My intercultural background: factors that may have influenced 
how I respond to intercultural situations
My fam�ly background

Travel to other countr�es (short term v�s�ts) for hol�day or work

T�me spent l�v�ng abroad (long term stay)

T�me spent �n a mult�cultural commun�ty �n home country

Soc�al contacts, fr�ends from abroad

Soc�al contacts, fr�ends from w�th�n mult�cultural commun�ty �n home country

Work exper�ence �n other countr�es

Other factors that have helped me exper�ence cultures other than my own
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EXAMPLE

Section 2
How I see myself in intercultural contexts
These are br�ef notes on how you feel about var�ous �ntercultural s�tuat�ons.  Place a short comment �n each top�c 
box and, aga�nst each, t�ck a column convey�ng your feel�ngs about th�s area of contact expressed on a 5-po�nt 
scale:

Th�s makes me feel very uncomfortable.
Th�s feels strange but I make allowances.
Th�s feels fa�rly normal – I have neutral feel�ngs.
Th�s feels qu�te good – I tend to be at ease.
Th�s feels very good – I often seek out such a s�tuat�on.

Here �s an example of the type of answer you m�ght g�ve:

A Encounters with different cultures in my own country 1 2 3 4 5

Eat�ng and dr�nk�ng �n other cultural contexts, e.g. mealt�me procedures, menus etc.

Comment:  Being offered a glass of strong spirit (like vodka?) with my starter salad in 
Bulgaria was strange at first, but I’ve acquired a taste for it!

4

My comments (examples personal to me under each head�ng)

A Encounters with different cultures in my own country 1 2 3 4 5

Eat�ng and dr�nk�ng �n other cultural contexts, e.g. mealt�me procedures, menus etc.

Encounter�ng the d�fferent customs of people from other cultures, e.g. dress, spec�al 
occas�ons, etc.

Encounter�ng the d�fferent values of people from other cultures, e.g. rules, bel�efs etc.

Encounter�ng the d�fferent behav�our of people from other cultures, e.g. ways of 
greet�ng one another, courtes�es, express�on of feel�ngs etc.

Commun�cat�ng w�th people of d�fferent cultures, e.g. cop�ng w�th the�r spoken 
language, fac�al express�ons, hand gestures, body language etc.

Commun�cat�ng w�th people of d�fferent cultures, e.g. cop�ng w�th m�sunderstand�ngs, 
a d�fferent sense of humour etc.

1�
2�
3�
4�
5�
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B  Encounters with people of different cultures in their own countries or communities 1 2 3 4 5

Cop�ng w�th the customs of host countr�es or commun�t�es, e.g. rules and courtes�es 
that local people observe and may expect me to observe.

Encounter�ng the d�fferent customs of people from other cultures, e.g. dress, spec�al 
occas�ons, etc.

Adapt�ng to the rhythm of l�fe �n other cultures, e.g. gett�ng used to d�fferent 
mealt�mes etc.

Integrat�ng w�th the customs or behav�our of host countr�es, e.g. beg�nn�ng to use 
forms of greet�ng that are very d�fferent from my own.

C  Encounters with different cultures in the workplace 1 2 3 4 5

Clar�fy�ng areas of uncerta�nty about work arrangements, e.g. descr�b�ng what I am 
used to and ask�ng what happens �n the other culture.

Adapt�ng to other work pract�ces, e.g. us�ng unfam�l�ar procedures to complete a 
work task.

Cop�ng w�th d�fferent formal�t�es, e.g. learn�ng new ways of show�ng respect to sen�or 
colleagues from other cultures.

Relat�ng to colleagues from other cultures, e.g. learn�ng what they l�ke to talk about 
dur�ng work breaks.

Be�ng aware of �ssues ar�s�ng w�th�n a d�fferent cultural group, e.g. learn�ng what 
top�cs seem to be avo�ded and what the group’s v�ews are l�kely to be about a 
current pol�t�cal s�tuat�on.

Bu�ld�ng br�dges between colleagues of my own culture and those of a d�fferent 
culture, e.g. sens�ng that someone of my culture has sa�d the wrong th�ng and 
expla�n�ng the m�sunderstand�ng to both s�des.
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Section 3
A continuing record of intercultural encounters
In th�s sect�on you can record many k�nds of �ntercultural exper�ences and encounters that you feel have helped 
you develop your �ntercultural sk�lls.

In each record, descr�be what happened and how th�s enabled you to advance your knowledge and understand�ng 
of – or att�tude to – �ntercultural ‘events’ (�nteract�ons w�th people from other cultures, etc).

Date Descr�pt�on of exper�ence of encounter

Place

How th�s �nfluenced me (what I felt, thought or d�d, as a consequence)

Date Descr�pt�on of exper�ence of encounter

Place

How th�s �nfluenced me (what I felt, thought or d�d, as a consequence)

Date Descr�pt�on of exper�ence of encounter

Place

How th�s �nfluenced me (what I felt, thought or d�d, as a consequence)

Date Descr�pt�on of exper�ence of encounter

Place

How th�s �nfluenced me (what I felt, thought or d�d, as a consequence)
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Dossier/D
ossier 

Contents
Your Doss�er allows you to keep any ev�dence you may have of your ab�l�ty to use and/or understand languages. 
Th�s m�ght �nclude cert�f�cates and qual�f�cat�ons; but there are all sorts of other ways of collect�ng ev�dence. Us�ng 
the Doss�er w�ll help you show a potent�al employer or language tra�ner that you can do what you say you can do!

You can collect ev�dence �n whatever way you choose; these pages s�mply show some examples wh�ch m�ght help 
you get started.

You can arrange your ev�dence accord�ng to the language �n quest�on.  To help you do th�s, th�s contents page 
allows you to allocate a sect�on number to each language concerned. 

The Doss�er �ncludes:
 the ‘pract�cal competence statement’ (page D2) – a l�st of the tasks for wh�ch you’re prov�d�ng ev�dence. Use a 
‘Doss�er reference number’ �f appropr�ate to �dent�fy the language and the p�ece of ev�dence (e.g. 2.4 = sect�on 2, 
4th sample);
a t�tle sheet (page D3) headed by a reference number (see above) for each sample of ev�dence you collect;
 a summary of cert�f�cates (page D4). These may be nat�onally recogn�sed or �ssued by an �nst�tut�on; cert�f�cates 
of competence (e.g. exam�nat�on cert�f�cates) or cert�f�cates of attendance (e.g. at courses, conferences etc);
 ‘w�tness statements’ (page D5) from colleagues, fr�ends etc, who can vouch for your competence �n the 
language.

Language

Se
ct

io
n 

1
Se

ct
io

n 
2

Se
ct

io
n 

3
Se

ct
io

n 
4

Se
ct

io
n 

5
Se

ct
io

n 
6

•

•
•

•



D2 © CILT, the Nat�onal Centre for Languages 2007

Practical competence statement
Th�s table can be used to l�st typ�cal work or other tasks wh�ch you can carry out us�ng the language �n quest�on. 
You should make sure that you have ass�gned a level from the Common European Framework of Reference for 
Languages (CEFR) to each task. We have also �ncluded space to log the Nat�onal Language Standards and 
Languages Ladder levels, �n case th�s �s helpful to you.

Descr�pt�on of tasks I can carry out us�ng  

Task Dossier 
reference 
number 
(if applicable)

Level of competence

Common 
European 
Framework

National 
Language 
Standards

Languages 
Ladder

(language)(language)
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Evidence sample – title sheet
Some ev�dence w�ll be self-explanatory but �f you w�sh to descr�be the c�rcumstances under wh�ch the ev�dence 
was produced th�s page prov�des that opportun�ty.  The sample m�ght be stuck or cl�pped to th�s sheet or placed 
w�th �t �n a sleeve. 

Language: Sample reference number:

Task:

Sk�ll:

Date of performance:

C�rcumstances (e.g. purpose, locat�on, what support was ava�lable, outcome):

Dossier/D
ossier 
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Certificates awarded – summary 

Date of award Title of award CEFR nearest 
equivalent

Certificates of attendance (courses, conferences, etc)

Date of award Title of event Outcomes/
achievements

Do
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er
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Witnessed competent performance statement

   

has demonstrated h�s/her competence �n

 

�n the follow�ng way:

Th�s performance corresponds to Level  of the CEFR �n  (relevant sk�ll)

(G�ve nearest equ�valent on the Global Scale A1-C2. See the Language Passport for deta�ls.)

S�gnature of w�tness to competent performance (�f appropr�ate): 

Name and pos�t�on: 

 Date: 

European Language Portfol�o – Doss�er Sect�on – W�tnessed performance statement 

(Name)(Name)

(Language)(Language)

Dossier/D
ossier 




