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Program 1

Job Hunting & Interview

A job interview is a conversation which occurs between a potential employer and
a job applicant. During the job interview, the employer hopes to determine whether or
not the applicant is suitable for the job, while the applicant tries to learn more about the
position and also impress the employer. It is the most critical part of the job research
process.
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» Part I Warm-up

Work in Pairs. Here are some DOs and DON’Ts during a job interview. Tick the DOs in
the box.
1. [[] Knock on the door and enter the room politely.
[ ] Just rush in.
2.[ ] Take a seat without being invited.
(] Sit down quietly.
3.[ ] Look at the interviewer. Make eye contact.
[ ] Look sideways if you are nervous.
4. [] Stretch your legs to relax yourself.
(] Sit properly.
5. [ ] Pretend to know what you actually don’t know.
[ ] Talk frankly and wisely.



SR SR

usiness English for Foreign Trade

P> Part I Listening Practice

) Task 1

Directions: Listen to the first part of a job interview and complete the chart below.

Name

Age

Place of Birth

Martial Status

Present Address

Nationality

Health

Personality

Hobbies

Family

) Task 2

Directions: Listen to the second part and complete the chart below.

School
Attended

Duration of .
. Major
Schooling

Minor

Average Score

Degree or Diploma
Obtained

) Task 3

Directions: Listen to the third part and complete the chart below.

Work Unit

Length of Service

Position

Responsibilities

Reasons for Quitting
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€ Task 4

Directions: Listen to the fourth part and complete the chart below.

Reasons for Joining the Company

Qualifications & Special Skills

Starting Salary Expected

Working Days & Hours

Fringe Benefits

Trial Period

Contact Phone Number

E-mail Address

¢ Task 5
Directions: In this task you’ll hear a short passage. After you’ve heard the passage, please
fill in the blanks with the missing words or phrases.

The interview is your (1) to show that you are the best person for the job.
Your application or (2) has already exhibited that you are (3) . Now
it’s up to you to show how your skills and (4) match this position and this
company.

The employer will be looking and listening to (5) if you are a good
fit. He/she will be looking for a number of different qualities, (6) the skills
that you possess. To make the best impression, (7) appropriately; sell your
(8) ; arrive early, by about 10-15 minutes; be enthusiastic; (9) firmly;

be an active listener; sit up straight and maintain (10) ; ask questions.
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P> Part Il Speaking Practice

/ Directions: Complete the dialogues and act it out with your partner.
1. Linda: Good morning.
Mr. Johnson: Er, good morning, Miss Smith. Sit down, please.
Linda: Thank you.
Mr. Johnson: You applied for the position of GM (General Manager) secretary. Erm,

well, ?

Linda: Yes, erm, [’'m 24. I’ve been working in Universe Toy Company for two years.

Mr. Johnson: there?

Linda: Oh, secretarial work, typing letters, arranging my boss’s social calendar and
making appointments for him. I’ve also been talking to visitors that come in to
see him — general things like that, general office work.

Mr. Johnson: Oh, it sounds you are quite familiar with secretarial work.

Linda: Yeah, I think so.

Mr. Johnson: 7

Linda: The salary they offer is low. I expect an increase in my present salary, of course,
more responsibilities.
2. Interviewer: Why don’t you begin by telling me a little about yourself?

Jill: What do you want to know?

Interviewer: The usual things, such as something about your background and experience
and anything else you feel is pertinent ( 4 X [1) )?

Jill: Well, I was born in Illinois and went to school there. My father is a doctor and my

mother a lawyer.
Interviewer: Sounds as if you came from a professional family.
Jill: That’s right. My sister is a university teacher.

Interviewer: the field of computers?

Jill: Oh, nothing particular, I guess. | always like mathematics and handling with
machines.

Interviewer: Now what about your experience? computers?
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Jill: More than five years now. After I did my engineering degree, I began to specialize
in computer technology and I even had my own company for a while.

Interviewer: It certainly sounds impressive. I should say

Why don’t you leave your address and telephone number

by phone.
Jill: Thanks very much.

P> Part IV Watching Videos

@ Video 1 Applying for the Position of Financial Consultant

Language Focus A

Opening

Good morning, sir/madam.

Good morning. Take a seat, please. My name is Li Ming.

Did you have any trouble finding us?

Not really. | am familiar with this area.

May I see Mr. John Watt, the personnel manager?

It’s me. What can I do for you?

I’m for an interview as requested.

It is a great pleasure for me to have this opportunity for interview.
During: General Questions

Personal Details

Can I have / What is your name?

How do you spell your full name?

How old are you?/ What is your age?

What’s your birthday? / When were you born?

Where are you from? / What is your hometown? / Where is your native place?
Are you married?

No. I am still single.

How long have you been married?
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I have been married for two years.

Education Background

Which school are you attending? / Which university did you graduate from?

I graduated from Shandong University of Science and Technology.

What degree will you receive?

I will receive a Bachelor’s degree / a Master’s degree /a Doctoral degree.

What subject did you major in at university?

What’s your major?

I majored in economics/industrial design/ history /sociology.

How about your academic records/ scores at college?

I got excellent scores on each of them.

Have you got any honors or rewards?

Yes. | was awarded a scholarship from the university every year.

Which subject/course do you like best/ better / least ?

English. It was both interesting and useful.

Can you talk about your education background?

I graduated from Beijing No. 4 High School in 1996, then I entered China University of
Political Science and Law and I graduated in 2000. I gained a B.A. (Bachelor of Arts)
degree.

Work Experience

What sort of work experience do you have?

I’ve been a sales engineer for three years. / I’ve worked as a training manager for two years.
Have you ever worked in a state-owned enterprise / foreign trade company?

Yes, I have. / No, I haven’t.

What was your position? / What position did you hold in that company?

I was the manager of the human resources department.

What was your responsibility? / What were you in charge of?

As | was the Personnel Director, my responsibilities mainly included recruitment and
training new employees.

What achievements / awards have you got?
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I promoted our products in over ten provinces and last year my turnover amounted to five

million yuan.

New Words and Expressions

finance n. WHBL, 4:fl consultancy n. Ji[a] 25 1

major . ( K21 ) %k available a. AJERAFHY; ALY
consultant ». Jii|f] pressure n. [k /]

corporation n. 3T notify v IExJEA (FEA)

Pre-viewing

Look at the following pictures to have a rough idea of the video.

Cathy Mandel, director of HR department of a leading international corporation
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Setting: Cathy Mandel interviews Chen Bo for the position of consultant.

e Viewing

1. Watch the video and try to fill in the following blanks. (I stands for interviewer, and C for
candidate.)
[: To start with, would you like to tell me a bit about (1) ?
C: Sure. I’'m a senior student at Guangdong University of (2) . I expect to

graduate this summer. My major is (3)
I: So, why did you choose our company?
C: As far as | know, your company is one of several (4) international consultant
corporations which came to China after China entered WTO. I think working here would

give me the best (5) to (6) what [’ve learned at university.

2. Watch the video and try to complete the following chart.

Reasons for Joining the Company

Relevant Work Experience

Questions

Result of the Interview

Post-viewing
/° Work in Pairs to make up a dialogue according to the following situation.
You, a guaduating student from a university with the major of English, is applying for a

position of English secretary in a company. Your interviewer, Mr. Wang is interviewing you.

8
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@ Video 2 The Devil Wears Prada - A Job Interview

DEVIL

WEARS

PRADA

Language Focus B: During Position-related Questions

Reasons for Application

What made you decide to change your job?

I didn’t like the culture of the company and I saw no change of promotion. / I have to leave
my present post because the company is going bankrupt / has been declared bankrupt.

Why did you choose / pick our company?

Well, I know you have a very international business, so I thought I would be able to learn
some advanced methods of management from foreign staff members.

Qualifications and Skills

What are your qualifications?

I’m a qualified stenographer. I can type 60 words per minute and I can take shorthand at 80
words a minute.

How many languages can you speak?

Two. Chinese is my native language and English is my foreign language. I can also speak
Cantonese.

Job Fit

What do you know about our organization?

Well, I saw from your website that...
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Why do you think you are qualified for this job?
I’m familiar with Western-style accounting because I’ve worked in a foreign capital
enterprise for four years. So I think I’'m qualified for the position.
What do you look for in a position?
I’m looking for an opportunity to apply my skills and contribute to the growth of the
company while helping to create some promotion opportunities for myself.
What are your short-term goals?
Short-term? I’d like to contribute to the company’s bottom line. The position we are here
to discuss today would appear to be such an opportunity. Could you tell me more about it?
Certainly, but please let me first ask you: where do you want to be in five years?
I would hope to have increased my skill base and made a significant contribution to the
company. Hopefully, I would be considered for promotion by then.
Closing
Do you have any questions to ask me?
Yes. Do you have a training program for new employees? / I’d like to know if there would
be any chance to work abroad in the future. / I’d like to know more about the job.
We’ll get in touch with you as soon as we’ve made our decision. Thank you for coming.

Thank you. I hope we will meet again.

New Words and Expressions

journalist ». FH T/EE; iI0#& human resources A /1% i
exploitation n. JF%, JFkK; FIH skinny a. JZif)s BALEH
glamorous a. 2 A exclusive a A1 HEAMNE: &1

feathered a. HPIER; PLRE

Pre-viewing

Look at the following picture to have a rough idea of the video.

10
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(% ) Viewing
Watch the film clip adapted from The Devil Wears Prada. Listen carefully and answer the

following questions.

1. Where did Andrea Sachs graduate?

2. What position does Andrea want to get?

3. What work experience did Andrea have before?

4. What weakness and strength does Andre have to work for a fashion magazine?

Post-viewing
/" You are having an interview for the position of personnel manager. Work in Pairs,
making up a dialogue based on your own information. Take turns to be the interviewer and

interviewee.

it
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P Part V. Writing Practice

Task 1 Writing Skills

P AN N P Tl g B X, RIS 2] DARRAES AP B A DR s SR ]
FE, REEETT, —Bokul, NS A v DR CAZEDT R £, 8RR
WA b, EEAE T YCER:

1. Personal Data/Information (> A%E/(5E ) : name (1:4%), address (GEifHh
ht) , post code (MEE(%iA%), phone number (Hi{ESf%), birth date (H4:HI),
birthplace (HA=Hisi), gender (1451), height (B ), weight ({&£H ), health (fg
FERBL) %,

2. Job/Career Objective (S HEHRNL) « IV 2 1N 5 FAS i K A R — Bk
AR,

3. Education Background (B(H5%): BB AR M BER M AR, 2200, & 1 mfE
MY ESHRALAH KR S S, ek, WANES), K%, HE: QRSN
Hascsk, WANEShHEIRGHRE L, WASITERS, REEA,

4. Special Skill (Ff5HIHRE) « SRINEF HAE. TN RESHADL L LA RE.

5. Hobbies/Interests (VAR % 4f) . WERAER T HIH HIRINE S H E LW,
TN AL ESR

Task 2 Key Expressions
L. 5144 5 Hil
# [ am at the top of my class.
4 [ was one of the top students in the class.
@ I’m ranked the first of my class in terms of average marks.
@ 1 got excellent records.
@ [ am above the average in the order of merit.
2. =HfEFAE
# Excellent Students Awards
@ Straight A student
® “Triple-A” outstanding student; outstanding student

% Excellent Tri-A Student Scholarship
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