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Interview ;
__________._g-_—

Learning Objectives

1. To understand an active process of listening.
2. To master words and expressions related to a job interview.

3. To know how to carry out a job interview.
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» Listening Skills: An Active Process of Listening

You, probably spend more time using your listening skills than any other kind of skill. Like other
skills, listening takes practice. What does it mean to really listen? Real listening is an active
process that has three basic steps.

1. Hearing. Hearing just means listening enough to catch what the speaker is saying. For example,
if you are listening to a report on zebras, and the speaker mentions that no two are alike. If you can
repeat the fact, then you have heard what has been said.

2. Understanding. The next part of listening happens when you take what you have heard and
understand it in your own way. Let’s go back to that report on zebras. When you hear that no two
are alike, think about what that might mean. You might think, “Maybe this means that the pattern
of stripes is different for each zebra.”

3. Judging. After you are sure you understand what the speaker has said, think about whether
it makes sense. Do you believe what you have heard? You might think, “How could the stripes
of every zebra be different? However, the fingerprints of every person are different, it seems
believable.”

The job interview is considered to be the most critical aspect of every expedition that brings you
face-to-face with the future boss. Here are some DO’S and DON’TS during a job interview. Tick
the boxes next to the DON’ TS.

] You should pay close attention to your manner of speaking and personal appearance.

] You can take a seat without being invited.

[ You can take cellphone calls during an interview.

[]  You can look at the interviewer and maintain eye contact with him.

[] You can interrupt the interviewer if you are anxious and enthusiastic about answering the
question.
You can stretch your legs to relax.

[] You should listen very carefully to each question you are asked, and give thoughtful to the
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UNIT 01 Interview

point and honest answers.
[[] When the interviewer concludes the interview, you should offer a firm handshake and depart

gracefully.

Discuss with a partner what vou can do during an interview to make a good impression and write
a list of your ideas. Afterwards, have a class discussion about the different ideas to improve yvour

list.

| Part [  Active Listening )

(» Exercise 1)

Listen to the following short conversations and fill in the blanks with the information you hear.

Language Notes

qualification n. #HE, TR, EH
representative n. &, HERE
certificate n. E$B, Sk
administration n. EIR,; BUFERI
resume n. RE, BHh

» Conversation 1

A: Good morning, are you Mr. Li?
B: Yes, I am.

A: 1 came in to answer your fora

B: Sit down, please. Have you ever worked as a sales manager?

A: I am sorry, I don’t have any yet, but I am presently studying in my
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BAHEFRBITRKIIBRE (BbE 1)

free time.
B: The fact is that I need
A: But I can learn quickly.

» Conversation 2 |

A: Are you here for the advertised in today’s paper?

B: Yes, I am. Could you tell something about it?

A: What kind of would you want to know?

B: Well, firstly I would like to know if it is still

A: Yes, the position is still open.

B: Great. How do I it?

A: We will need , two photographs and three letters of recommendation.

» Conversation 3 ‘

A: What have you got?

B: I’ve an M. A. in business studies.

A: Have you worked anywhere else?

B: Yes, of course. I worked for four years at an firm. I am very in
operating computers.

A: I’m sure you’re qualified as an engineer.

» Conversation 4

A: What are you expecting?
B: salary, I’ll leave it to you to decide after you have seen the kind of work I can do.
A: The salary would be to start, with increases given according to your

B: That sounds good to me.
A: You should be hearing from us within a few days.
B: Thank you.

(b Exercise 2)

You will hear part of an interview dialogue about work experience. Listen carefully and choose the

questions you hear from below.
(1) A:

a. What sort of experience do you have?

b. What was your main duty there?
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UNIT 01 Interview

c¢. What experience do you have with it?
B: Advertising planning.

(2) A:
a. What qualities do you think an advertising planner should have?

b. What certificates of technical qualifications have you received?
c¢. What do you consider your strengths and weaknesses?
B: I think an advertising planner should have an active imagination, be creative, and be
sensitive to changes in the market.
3) A:

a. Would you like to talk about your outstanding achievements?

b. What have you learned from jobs you have had?
¢. What do you think about your qualifications?
B: OK. I put together a commercial for a well-known company in March, 2013. That

advertisement won the first prize in our company.

(» Exercise 1)

Listen to an interview and try to fill in the following blanks.

Language Notes

candidate n. ®EAN, KIREF
overseas adj. SNERY, FEESMY
transfer V. Ash, &
Cathy: It’s nice to meet you too. We’ve received your (1) . I would like to ask you a

few questions.

Mark: Yes, please.

Cathy: You are twenty-four years old and (2) the Department of Business (3)

of Wenzhou University in 2011.

Mark: That’s right. Since my graduation, I’ve been working in the (4) of the ABC
Company, which speaks highly of my work.

Cathy: How do you (5) your boss?

Mark: Quite well.
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BHIBEWIRCUER (B8 1)

CP Exercise 2)

Listen again and try to complete the following chart.

® Reasons for leaving the current employment:

® Relevant work experience:

® Questions:

® Result of the interview:

Part [ll Scenes in the Business World

(» Exercise 1 )

Listen to the dialogue and decide whether the following statements are true (T) or false (F).
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UNIT 01 Interview

Language Notes

bachelor n. fal‘ﬂ:i:A; B 5%
commercial n. &

elaborately adv. ELZEN; BIsih
spectacle n. REE; FW; HE
previous adj. SRRy, WURTAY

(1) Helen graduated and received a master’s degree in economics from Xiamen University
two years ago.

_____(2) Helen passed the CET6 during university, and she is good at oral English.

_____(3) Helen found out about the company from her friend.

_____(4) Helen has been employed as a clerk at the ABC Trading Corp since 2010.

(» Exercise 2)

Listen to the dialogue again and note the missing information about Helen Xie to complete the

following resume.

RESUME

Name: (1) Nationality: Chinese

Age: 25 Gender: (2)

Address: 579 Main Road, Wenzhou, Zhejiang

Telephone: 12340000678

E-mail: HelenXie@163.com

OBIJECTIVE

Apositionof 3)

EDUCATIONAL BACKGROUND

2006-2010: Bachelor of (4) . Wuhan University, Wuhan
EMPLOYMENT HISTORY
2010-present: Working at (5)
SKILLS

Computer Skills: Windows, Excel, Lotus 123, Microsoft Frontpage

as a secretary

Language Skills: Passed the (6)

during university; good at oral English

INTERESTS

Reading, sports, traveling
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(P Exercise 1)

You are going to hear some typical questions that an interviewer might ask, supply the missing

words while listening.

1. We have received your letter answering our . I would like to talk with you
regarding your for this position.

2. Can you tell me about yourself.

3. What kind of do you think you have?

4. What is your strongest ?

5. What do you think is the most thing for you?

6. What kind of work do you have?

7. What kind of have you got?

8. Could you tell me what kind of you’ve had?

9. What type of family do you have? Do you your family?

10. How do you usually spend your ? I mean, do you have any other
than your job?

11. How would you describe the of this position?

12. Have you had any experience working in ?

13. What of technical qualifications have you received?

14. What are your and how have they helped you to succeed?

15. What do you get at your present position?

(b Exercise 2)

Compose a conversation with a partner based on the following situation.

You have seen an advertisement in a local newspaper for the recruitment of a secretary capable of

speaking English. Phone the personnel office of ABC Company to let them know you are interested

in the post and tell them briefly about yourself.
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NIT 01 Interview

» I Useful Expressions

I’m very glad to have the opportunity of meeting you.

© Please tell me something about yourself.

®
o/

What is your strongest trait?

©

What do you think 1s the relationship between the subjects you have taken and the job you are

seeking?

¢ What kind of education have you got?

© Iam a graduate of Hong Kong University, and in addition have an M.A. degree from UCLA.

© What do you do in your spare time?

© Iread or go swimming. If I have time, I enjoy camping in the wild with my friends.

©  What have you learned from jobs you have had?

© The deepest impression I have is that I must continuously improve my abilities. If I want to
gain recognition in this area, I cannot ever stop studying and creating.

©  Why do you want to leave your current employment?

(' My reason for leaving the company is that I wish to get into the advertising business.

© Have you obtained any certificates of technical qualifications?

©  What starting salary would you hope for here?

© In regard to salary, [ would be glad to start at 2,000 yuan per month.

» II. Situational Conversation

Compose a conversation with a partner based on the following situation.

You are a college graduate majoring in Business English. You are now applying for a job with ABC
Company, which is a well-known international trading company. You are asked to be interviewed

by the personnel manager. The following points should be covered in the interview.

© Educational background
©  Employment occupations

©  Work experience
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B S IEITRKVIEE (Bl 1)

® Professional skills
©® Hobbies

Part V  Listening for Fun )

Listen to a song and fill in blanks with the missing words.

» The Beatles — Hey Jude

Hey Jude, don’t make it bad

Take a and make it better
Remember, to let her into your

Then you can start to it better
Hey Jude, don’t

You were made to and get her
The minute you let her under your skin
Then you’ll begin to make it better

And anytime you feel

Hey Jude, refrain
Don’t carry the world upon
For well you know that it’s a fool
Who plays it cool
By making a little colder
Na na na na na na na na na
Hey Jude, don’t let me down
You have found her now go and get her
(Hey Jude) to let her into your heart
Then you can start to make it better
Better better better better better better Rock...
Na na na na na na na na na na na, hey Jude
Na na na na na na na na na na na, hey Jude

Na na na na na na na na na na na, hey Jude
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& 3 Part VI Autonomous Study )

» I Tips for CNBECT (Level 1) Listening Section A

LEEFRFHFEIEER (CNBECT Level 1) 2XEFREFRIERFRENFMR. L
RAUEABXLEW RN A RIBEASENEIRE S LA RZEE N OTENMERIE. K%K
ERVEEKEER, B—MRESBMHRENER, FTNHHENXEEERFSIERAR
BNAEN. AEXERSESTEHFSRAANAE. 155 7N EFRRE SRR T RZIET.
U B 5. RS, BETESRERTSPANERLS, REBERBRZES. KERHAXS
WhAEREEADEROT: EBRITEIEREN 13018/ 0HEENEESSIES R, EXEE
HESHEXET, HISHIBEANSE. BREMNAIEE. ARSRETEE. FUTHIE.
N2 BEER. SWER. =ik, MERAFEHEEN. BWILABHKMETER-

— R Z XA S1EB45rF Section A. Section B. Section C =/ NEp4r. KRETEFE PR
Section A FIfEHLTT.Section A IEIZS ABFESRHE, MESHEAEIM. H£5MaF.
FAKEAE20EMUA, AFPRERFHE. HhE. AL £UE. BESHEINEFE
S #: The former HR manager was

Script: I heard that Peter has been promoted as the HR manager to take the place of Betty.

F I ABE R A Betty.

BIESHA 6~8 fLENMIFHME, FERHITE, XBIEENTRT ZAMREN K
A E R B 1% B 15 S B statement. W HFR. AZ. WBRFABEMNZHRAE XN BIEE
Section A MIERZP IR LHHLLRDN, AR ERRZ A REN KA B FREEi%E
FREY statement, XIEFMEREZTEFE T . EREENEFEITXEIE, B billion.
million. thousand 1 hundred. YICTERXBFHBEMGERE, —r—ia5. ¥
MFBRAEEATNRA, AARMCIZEERKRKNAREN. EEZHEM statement
F1FH units X4MF, XME—H M EEEE R~E 41X statement P EEIZEE . BAEIRE L.
XBREET % 3 percent IFEMNFFSHRFN, THECEAZSEWBRAEXEIE. NEEHD,
ERFPLBCAFERELALEWR N EIFRIERTINT, 20 08:00—eight am.. 12:00—
midday. 16:25—four twenty-five p.m.. 24:00—midnight.

» II. Listening Practice

Directions: in this section, vou will hear five short sentences. Each sentence will be spoken twice.
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