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Job-hunting Interview

m Unit Goals

In this unit, you will learn.

. How to read alphabet a/e/i/o/u in the open vs. closed stressed syllable
. How to make a self-introduction

. How to answer questions about your strengths and weaknesses

. How to present your competency

. How to talk about reasons for application

. How to apply for the job of a front office manager

. How to use prepositions

00O N O U W W N

. How to write an e-mail
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m Getting the pronunciation right

In this part, you will learn how to read alphabet a/e/i/o/u in’ the open

vs. closed stressed syllable, check your pronunciation with the audio.

@ 1 The open syllable is the one that ends in a vowel. This syllable, ac-
cording to the rule, must be read as in the English alphabet.

alei]
Example:
cake, wake, take, famous, label, shame, radio, favour, safe, ...
o [ou]
Example:
bone, tone, phone, home, focus, Dover, Rome, rove, abode, ...
e [i:]
Example:
we, compete, delete, ...
i(y) [ai]
Example:
rhyme, miner, quite, psyche, like, desire, admire, pride, ...
u [ju:]
Example:
huge, use, mute, duty, etc.
@ 2 The closed syllable is the one that ends in a consonant. The closed
stressed syllables have a special reading.

a[a]

Example;

fat, cat, lack, barrier, nagging, badminton, lap, :.
o[o]”

Example:

hot, pot, lock, rock, rotten, possible, doctor, ...

e [e]

Example:

set, letter, deck, intelligent, egg, sell, petty, ...
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i (y) [l
Example:
fish, quick, tick, sick, rid, bitter, twist, lip, -
u[a]
Example:
bus, cut, cup, tub, etc.
© New words & expressions
1. syllable [silob(a)1] n. &F

2. stressed syllable HiETD
3. open syllable =1
4. closed syllable k=l

m Communicating in English

In this part, you will learn how to make a self-introduction, how to answer
questions about your strengths and weaknesses, how to present your competen-
cy, how to talk about reasons for application and how to apply for the job of a

front office manager.

@ 1 Listen carefully and fill in the blanks.

Situation 1. How to make a self-introduction

A good self-introduction should be

Well-organized

Unique

Impressive

What to say

A self-introduction should contain four groups of information—family back-
ground, education, work experience and personality. However, you do not have
to focus equally on every aspect. It is wise to highlight your uniqueness accord-

ingly.
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Sample

Interviewer : May 1 help you?

Applicant:Yes,]I’m here for an 1  as requested.

Interviewer: You are Miss Jessie?

Applicant: That’s right.

Interviewer: Please take a seat.

Applicant : Thank you, madam.

Interviewer: Can you please 2  yourself?

Applicant: My name is Jessie. ] am from Xi’an, Shaanxi Province. I have
been studying at the Shaanxi Business College for two years now,
majoring in Hotel Management. I like to keep busy and stay in
shape. I live an active lifestyle, always finding the time to get ex-
ercise before or after my classes, and enjoy reading to relax in my
spare time.

Interviewer: It certainly sounds impressive. Why don’t you have your cre-
dentials sent to me and 1’1l show them to the board. We’ll proba-
bly get back to you in a week.

Applicant: Thanks a lot.

Situation 2. How to answer questions about your strengths and weaknesses

An interview is the short span of time spent with each other, in which a per-

son has to decide whether the employee is perfect for the job or not. To establish

this, the interviewer asks several questions.
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Some of the questions are quite simple and can be answered immediately,
while some are not as simple and require some thought before the answer is giv-
en. One good example of this is the question regarding strengths and weaknesses.

Sample

Interviewer: What is your strongest trait(s)?

Applicant: Helpfulness and caring.

Interviewer: How would your friends or colleagues _ 3  you?

Applicant; They say Mr. Chen is an honest, hardworking and responsible

man who deeply cares for his family and friends.

Interviewer: What personality traits do you 4 ?

Applicant: I admire a person who is honest, flexible and easy-going.

Interviewer: How do you handle your conflict with your colleagues in your

work?

Applicant;:I will try to 5  my ideas in a more clear and civilized manner in

order to get my points across.

Interviewer: Thank you for your interest in our company. I’ll 6  you very

soon.

Applicant; Thank you, I hope to see you again.

Situation 3. How to present your competency

Competency is set of skills and knowledge required to perform a particular
job function successfully.

Therefore, the competency-based questions focus on past behaviour and oth-
er performance abilities of a potential employee in different job-related situations.

In order to predict an employee”s future performance, the questions are divided in-
to 3 categories—leading questions, theoretical questions and behavioural questions.

Employers would like to evaluate 3 types of skills—Content Skills, Func-
tional Skills, and Self-Management Skills;

Content skill is the amount of knowledge (qualifications and experience) the
candidate possesses on a certain field;

Functional Skills are people-oriented skills such as communicating, organi-
zing and managing;

Self-Management Skills are your personal characteristics such as helper,
self-learner, multi-tasked etc.

Therefore, the employer would have to determine the set of skills required
for the said job.
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Sample

Interviewer : Good morning. Please have a seat.

Applicant; Good morning. Thank you.

Interviewer: Do you have any work 7 7

Applicant:I worked in a Five Star Hotel in Xi’an over the summer in the
Housekeeping Department. My 8  included cleaning guestro-
oms, changing the linens and restocking the toiletries and mini-
bars.

Interviewer : What make you think you would be a success in this job?

Applicant: My school training combined with my 9  should qualify me for
this particular job. I am sure I will be successful.

Interviewer: Thank you for = 10 .I’Il get in touch with results in two
weeks” time.

Applicant: Thank you. Goodbye.

© New words & expressions

1. interview [intevju: | 7. vt. [AJIR

2. interviewer [ intovju:a | n. MHIRE

3. applicant [‘zeplik(a)nt] n. HiFA

4. request [rikwest] vt. ZE3R

5. trait [ treit; tret ] n. %5185 ; &R

6. colleague ['koli: g | n. [FZF

7. conflict ['konflikt | n. 4k

8. linen ['linin] n. IV FEH 5

9. restock [ristak | vz. #pE

10. toiletry ['tolitri ] n. fk:lk

11. combine [ kembain] vr. {#i%54

12. qualify ['kwolifai] vt. i %4&

13. internship ['internfip] 7. SE3 A4 ;3L J 4%

14. particular [ patikjule] adj. 45569

© Notes
1. the board HESY
2. What is your strongest trait(s)? {REGE K EE+247
3. get my points across TR A
4. Housekeeping Department EHEER
5. get in touch with ... Hewww 117 9% || RS e
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© Practice
A. Act the above conversations out in small groups.

B. Write at least six sentences describing a particular job and say why you

like to apply for it.

@ 2 Conversation

Situation 4. How to talk about reasons for application

(1= Interviewer HX'E . A= Applicant HiF A)

[: What’s your career objective?

A:1 want to apply my knowledge and experience to a large firm.

I: What would you like to be doing five years from now?

A1 hope I could be a leader of an energetic and productive sales team.

1: What do you consider important when looking for a job?

A1 think the most important thing is the nature of the job. One should nev-
er do anything one is not interested in. To me, pleasant working condi-
tions with co-eperative stafl are also important.

1. Why are you interested in working in this company?

A:My past experience is closely related to this job. I am confident of doing
the job well. Therefore 1 am desirous to get this position.

1: What do you think you would bring to the job?

A:My business experience in China,mainly. I know a lot about how the Chi-
nese market works and how business is done there.

1:Have you applied to any other companies?

A:Yes,I’ve also applied to Global Huada Company Ltd. .in case 1 may not
be accepted here.

1: What was the result of it?

A.1 haven’t heard the result yet.

I:If you are engaged by both companies,whose offer will you accept?

A:Of course, 1’1l accept your offer. I want to work for you.
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Situation 5. How to apply for the job of a front office manager
(I= Interviewer HiAH s A= Applicant HiF A)

A

I

A

o B

- i Al Il Rl el R

I:

A:

et

Excuse me. May I see Mr. John Watt, the Manager?
It’s me. What can I do for you?

I have come at your invitation for an interview. Nice to meet you,
Mr. Watt.

Nice to meet you, too. Please sit down.

: Thank you, Sir.

. 1” ve invited several candidates to come today. You are the first one to

have arrived. I hope that the early bird will catch the worm.

:1 hope so.

May 1 have your name?

:1 am Beijiang Zhang.

How do you spell your surname?

:Zhang—7Z. H. A. N. G.

Now tell me what university you graduated from.

;1 graduated from Nanjing University.

What was your major in the university?

:My major is English.

No wonder you speak English so fluently.

: Thank you for your compliment, Sir.

Where are you working now?

:I”’m working at Baodao Hotel.

1 would like you to tell me some of what you have been doing recently.

:OK. Every day I go to work on time to guarantee the proper operation of

the front desk. We accept booking, tell about reem rates , find out how the
bill will be paid and help the guests to check in and check out. When some
guests want to have cancellations,change rooms or extend a reservation,
we should always offer our help with courtesy.

In what way do most elients check out?

Most clients check out by credit card , traveller’ s cheques or Master
Card. Our hotel doesn’t accept personal cheques.

: How do you deal with a reservation mix-up?

:If we are fully booked,I would first of all apologize to the clients for this

mistake. Then 1’1l ask them to rest on the chairs while I contact another
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hotel for them.

. What would you do if the guest’s total bill exceeds the credit limit?
.1 would ask if the guest is willing to pay the difference by cash. If not, 1’1l

try to get permission from the office which set the limit to extend credit

over that amount.

: You seem to have done a good job. Why would you come here to apply for

the job?

: Ours is a small hotel. There are not many foreign guests every year. As an

English major,1’d like to take a more challenging job. That’s the reason
why [ want to come and work in your hotel.

How long have you been working there?
:1I’ve been working there since 1996.

Could you tell me your expectation in salary?

: The average salary for department managers is OK.

Have you got any other extra requirements?

: NO.

We’ll grant you a commencing salary of 3,500 yuan a month. Is that ac-

ceptable to you?

. I think so.

How can we contact you about our final decision?

: You can call me at this number (029-87654321) during the work hours.

We’ll get in touch with you by next Monday. Thank you for your interest
in our hotel.

Thank you,Mr. Watt. I hope to see you again.

1 hope so. |

© New words & expressions

1

U W N

e 00 NN o>

. career [ korio] n. HRNV ; F

. energetic [ enadzetik ]| adj. #5771 751 (4 5 #0314

. productive [ pradaktiv] adj. 2E7= I EB A= I
. co-operative [ kouoparativ] adj. SVEM

. therefore ['deafo: (r) | adv. H it ; FTLA

. recently ['ri:sntli] adv. il ; T3

. guarantee [ gaeron'ti: | ve. {$iF

. the front desk (EAGHEDEIE (TAE)

. Front Office Manager Rij & 48
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10. room rates & [B] #h A&

11. check in g AfE

12. check out %5k

13. cancellation [ kaensalein] n. BUHBIT

14. reservation [ rezavei[n] n. T ; FiT

15. with courtesy #L%fi#b ; &<

16. client ['klaiont ] n. % ; ZFEA

17. credit card {5k

18. traveller’s cheque JFRfT X E

19. Master Card 3k K

20. personal cheque " A

& :cheque FERHPHATPIE N check.

21. book solid %

22. exceed [ik'si.d] v. #8id

23. compliment ['kompliment | n. 3% ; FREERTIE

24. commencing salary E#H

© Notes

1. What’s your career objective? {REIF L HirZ(H47

2. I hope 1 could be a leader of an energetic and productive sales team.
KA BRI — A E T RS BRSO EE .

3. Yes,I’ve also applied to Global Huada Company 1.td. ,in case I may not
be accepted here.
), AR RIE T HARERFRA A, PR EX B AGERA.

4. If you are engaged by both companies,whose offer will you accept?

AN SR R s m) R S AR » VRS2 R — 5 A R ) i 17 2

s me. FRELE.

6. You are the first one to have arrived. I hope that the early bird will catch

the worm. fRE%—EFNH, KA BRELE KB HB,

7. The early bird will catch the worm.

B RN REN S ILA R,

. No wonder you speak English so fluently. MEPE/REITFIE IR F .

. No wonder(that) ... HEPEeeeeen;eeress AR KE, . He had made a thor-
ough investigation. No wonder he knew so much about it. flii#47 T #]JE
B R A MERE XTI T AR

10. Thank you for your compliment, Sir. HEIRIIZE %, 4.

(92
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