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1 Choose the best answer according to what you have heard.

Unit 1

Applying for a Job

1. A. Manager and secretary.

C. Interviewer and interviewee.
2. A. The woman got the job.

C. The woman will get the job next time.
3. A. Secretary. B. Shop assistant.
4. A. Secretary. B. Operator.
5. A. The red dress. B. The white dress.

e FEP

Postman and customer.

Teacher and student.

The woman didn’t get the job.

The woman got some help.

Driver.
Nurse.

The black dress.

2 Fill in the table below according to what you have heard.

D. Typist.
D. Wife.
D. The yellow dress.

'.:f"."permomh' ;

Name Kb Marital Status Last Job M;‘;’mﬁm"d
£ Morey 1o Be Eamed | Reason fo Quit REdiagith s Rher of Veamgitol
i fab0ile: : the Old Job Rotiens & S 1 in Lasiob 0
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3 Listen to Joe Lewis introducing his family. Complete the family tree below.

Tom Lewis + Julia Lewis

|

I I [ |
Mike + ( ) Brad + ( ) Jane + ( ) Maria + ( )
[

Joe + ( )| |Jim + ( ) Janet ( ) Catherine

Billy | [ )| |Jordan| | Bill

1 Discuss the following question with your partner before reading the passage.

1. What qualities are considered important for an interview?

2. Read the passage and compare your answers with the author’s.

Elements for a Successful Interview

The most obvious of your personal characteristics are your physical appearance, behavior
and speech. We all form our first, and sometimes lasting , impressions of other people on the
basis of these outside features. If an employer’s first impression of you is unfavorable, it will be
very much difficult for you to make a positive impression later.

The starting points for an attractive physical
appearance are cleanliness and neatness. Wear the
appropriate clothes for the occasion. For a job
interview, you need business clothes, not those you

would wear to a sports event. While there is greater

acceptance today of brighter colors and a wider range
of styles for business clothes, your safest choice is to lean to the conservative side. The
interviewer will draw conclusions from your clothes before you have said a word. He will notice
the cut and quality of a man’s suit and the harmonious match of a woman’s outfit. Take a critical
look at yourself in the mirror. If you see anything that can be improved, start at once. Let your

appearance play a positive role in getting the job. -



Unitl 3

Good behavior should combine well with a pleasing physical appearance. You should know
the essentials of good manners and practice them with everyone until they become automatic.
Good manners can’t be learned easily. They consist of behavior that is appropriate, considerate
and natural. Study people with social charm and graceful movement. Notice their behavior with
men and women and try to learn from them. Good manners will help you at all stages of your
career.

Be punctual. Appear a few minutes before the appointed time. If lateness is unavoidable,
try to telephone. Never get angry if your interview must be postponed. Be gracious and set a
time for another appointment.

Be a good listener. Listen to your interviewer attentively and wait until he has finished
before expressing your ideas. Respond to his questions intelligently.

Make a habit of expressing your ideas correctly and clearly. Think before you speak.
Avoid slang, and never use swearing words or vulgar language. Be polite and considerate of
others in your comments. Avoid sharp and unfriendly remarks. Never speak ill of your former
employer or colleagues. The key to effective speaking is constant practice. Remember: one of

the most important qualities for a successful career is the ability to express yourself clearly.

New Words and Expressions

quality /'kwoliti/ n. JoL & 5 i

obvious /'sbvias/ a. BB 5 BRI
personal /'parsan(2)l/ a. AR FEAR
characteristic /keerikta'ristik/ n. YR ARAE
appearance /o'piorons/ n. A B
unfavorable /an'feivarab(a)l1/ a. ANE ;2 AP
appropriate /9'prauprieit/ a. 1E Y0 E AR
conservative /kon'sarvativ/ a. TRSFHY; SEIHEY
notice /'noutis/ . BRI EE
harmonious /ha:'mounias/ a. B 5 FHRE
outfit /'autfit/ n. —EXR; 2B/
critical /'kritik(2)1/ a. PR ; HEFERY
essential /i'sen[(2)1/ n. TR AN
respond /ri'Spond{ v. [7] 25 5 2 i

remark /ri'ma:k/ n. iR R

considerate /kon'sidorat/ a. ’ % & B



b FmELAE(E M FEAE)

unavoidable /Ana'voidabl/ a.
postpone /paus'paun/ v.
effective /i'fektiv/ a.
swearing /'swearin/ a.
intelligently /in'telidzontli/ ad.
gracious /'greifas/ a.
colleague /'kolizg/ n.
comment /'koment/ n. & v.
vulgar /'valga(r)/ a.

slang /slen/ n.

attentively /o'tentivli/ ad.

on the basis of
play a role in
consist of

set a time for
make a habit of
speak ill (well) of
at the stage of

N (3N
EIR s IER
AR ;
HITH ; K ER
HE B b ; 754 4
MEBR 2N
[R5 ; [) f%

W R
FELAR ) 5 TR 1Y
g ;1778
TR ; B0

2 Choose the best answer according to the passage.

1. Your physical appearance is important in an interview because

A. most employers like people who wear nice clothes

B. you may have a better chance to get the job

C. you look more handsome if you are dressed up

D. everybody may have a sense of beauty

2. The proper kind of clothes you should wear to an interview is

A. black-colored clothes
C. casual clothes

B. bright-colored clothes
D. formal clothes

3. The phrase “to lean to the conservative side (para.2)” implies that

A. you should wear old-fashioned clothes to an interview

=T &

you should be a conservative person

you should like conservative employees

you shouldn’t be too bold or fashionable in dressing



-+ e interviewers like people who are
talkative, well-dressed and nice-looking
patient, talkative, fashionable and nice-looking
good-natured, attentive, intelligent, and expressive
5. The most important qualities for getting a job are

. physical appearance and education
. cleanliness, neatness and patience

. natural and positive personality

. Th
A.
B.
G
D. handsome, polite and totally honest
Th
A
B
C
D

. good manner, behavior and speech

3 Complete the note-taking exercise after rereading the passage.

. The main idea of the passage is

Attractive physical appearance includes

Making a bad impression on the interviewer

Suitable clothes enable you to win

Good manners include being

You should never use language in an interview.

You should never speak

You should avoid using in your comments.

One important element for a successful career is

H

Find an italicized word in the passage that means the same as one of the words
below.

easily seen

pay attention to
cleverly

make better
basic points

try not to do
thoughtful

N U AW

Match the item on the left with the proper one on the right.

1. quality a. put off
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2. diligent b. opposed to great or sudden change

3. demand c. degree of goodness or worth; characteristic
4. appointed d. fixed or decided

5. conservative e. producing the intended result

6. suspect f. say or write sth by way of comment

7. obligation g. hardworking

8. effective h. ask for; require or need

9. postpone i. feel doubt about; disbelieve

10. remark j. duty or responsibility

do <b fasobt Bl

6 Fill in the blanks with the proper form of the words or expressions below.

&, v A

> 2N
personality . agmg 4‘0('513 sth. favoragle corr(ﬁusion improve

consist_of in an gttempt to have respect for syspect . . . of be related to

Prex Uy

1. Mary and her sisters % W James by marriage.

2. It is required that almost all students their teachers.

3. It is suggested that we choose someone with lots of })grsgna[bﬁf/‘)to organize the Christmas
party.

4. You may possibly lose the job unless you make am impression on the interviewer.

5. She always tries her best talking to that man because there is no talking to him.

6. The test paper of last term five sections, namely, listening, reading, grammar
and vocabulary, translation and composition.

7. After a heat discussion, the two parties reached a in the end.

8. She has been working hard recently catch up with her classmates.

9. Honestly speaking, there is no reason why you her having taken the
money.

10. A lot of new buildings have been built recently in order to make further in the

living conditions of the teaching staff.

7 Translate the following phrases into Chinese or English.

attractive physical appearance .
2. FRISPR
put in an appearance 3.

4. IR
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Unit 1 7]
ill-mannered &l
6. JESIRHY
quick-tempered 7
at all stages of one’s career 8.
- TE T &1 BBt
at the primary stage of social development 10.

8 Translate the following sentences into English.

1. ARER, =AM AR K ERZ B RE B HRAF LI TIE, (influence)

2. FEFRFEELA A S 3 B B AR AR AR 59 A8 AT, 38 2 T AR AR IR B0 45 L 2 5 P o
(not only ... but also) . -

3. X ERFEEA AVEARLEL ﬁU%ﬁﬂﬂ%B’Jﬂﬁm%ﬁZé (speak ill of)

4. R NATHE GRS B — 1 A BB 7 B s, (H 2 5 00 U D0 T B 20 A B 58 4 Sk .

(total honesty)

5. fER—AGITAE , (LI T 40 8 F M A BB, Ak 3 (Rl BT 7R AT BB AR 20 IE & PE

(fair and square)

Additional Reading

9 Before reading the passage, discuss the following question with your partner.

1. Will it help you if you tell a lie in an application form?

2. Now read the passage and check your answers.
Honesty Is the Best Policy

During your first interview for a position, your skills and abilities are in the background.
The employer knows that training for a specific job often requires a comparatively short time,

but unacceptable personality takes a long time to correct. Therefore, the employer prefers to

hire people with positive, rather than negative, personal qualities people he can depend
on in their work.

The basic quality all employers demand of their employees is honesty. Honesty means that
you not only refrain from stealing and lying, but also that you do a full day’s work without

supervision, are punctual, and have respect for the rights of others as well as a sense of justice



