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1. Reasons for leaving a job and setbacks do not have a place on a resume.
BAGRWHW —n THEHEEAR T xH#FBFTELNENT LE.

2. The differences in results might not involve experience level or qualifications,

but the quality of the resume. TR W ERTH A REANE B K TR F K #

SKERRZES

Making a Resume

& A bl fE

wRW B AR R E.

3. I think I should work on this project because it will be good for my resume.

BRAAREZmANZANRE EHXENET T ATL.

D FRAERTIE

B R
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What are you doing tomorrow?
Er... I'm going to a job fair tomorrow.
Is that with the American company?

Yes, that's right.

: So where is the work place of that American

company?

. Shanghai.
: That’s great.

. Since you are the experienced one, can

you give me some suggestions?

: You'd better pay more attention to your

resume.

. So what should I do?

. First, you should print your resume on

good-quality white paper. Resumes with
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flowery backgrounds will stand out for

all the wrong reasons.

: OK,I got it. Anything more?

: You'd better get someone to check for

spelling and grammatical errors, because a

spell-checker won'’t pick out every mistake.

: So.can you help me to do this work?

: Of course, with pleasure. Listen, you

should remember that don’t be nervous
if the interviewer asks you to do a

presentation.

: OK,T will.
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Sending Resumes Online

=8 &
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1. Can you tell me how to apply for a job on the Internet?

2. How did you know about this position? 1} & 4 &3 3 AN B L 89 2
3. You just need to send an application. X H KB E# 477 .

4. You are expected to know the e-mail address of the company.

5. View the home page of the company.and see if they are in need of staff.

MEAXAMSEER . FEEMNARAALFX.

FRAERHE |

FiE 1
A: Can you tell me how to apply for a job

on the Internet?

B: You just need to send an application.

>

: Do I have to send one by e-mail?
: Yes.

e-mail address of the company.
XfiE 2

A: How do I know if there is a vacancy in

o]

You are expected to know the

a company?

B: Easy.View the home page of the company,
and see if they need staff. Many websites
offer two-way service, such as job-
hunting and talent-hunting.

A: Which websites are most popular?

B: 21st Talent Website,51 Job,and Zhao-
pin. com are most popular.

%148 3

A: Is it safe to put my personal information

on the Internet?
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. It will be safe as long as you log on some

formal websites.

. What should I do when I apply?

: You can e-mail your application materials

to the websites.

X1iE 4

A
B:

How did you know about this position?
I got the information from the websites,

www. bj597. com.

: Do you know anything about our company?

. Yes,you are the leading company in IT

industry and one of the most profitable

enterprises of the year in this field.

: OK, I would like to arrange an interview

for you with our manager. Can you

come over at 9:00 tomorrow morning?

: That’s great. No problem.
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1. I saw the notice in your board and came right in.

REEAANFARR LN BE) EREEHAXRT.,
2. In reply to your advertisement in Beijing Daily of June 15th for a teacher,

I offer myself for the post. i 7 &£ 6 A 15 H( Z B H ) L F| B th 3

OO0 RMEM
3 Job Fairs
; B B =

BHRFH & R R,

3. I am asking about your advertisement for a clerk in today’s newspaper.
BEEARAAESRARKEFNENBBEAFRN £,

4. Do you still have that vacancy? # A 8 # ¥

5. Is it still vacant? XM ZE L H G 7

/fi ﬁ/xﬁb%‘?

D FRAERTHE |

A:
B:

A:

o)

Hello. Can I help you?
Yes,I've come to apply for the position
as a manager assistant.
I'm Zhang Wei, the clerk of Human
Resources Department. What's your name?

: My name is Wang Li. Mr. Zhang, how

do you do?

: How do you do? Mr. Wang. Please say

something about yourself.

: I am studying English in Shandong Univer-

sity now.and I will gain a B. A. degree
this July. I have worked as a secretary
in an export company for three months
during my summer vocation. I am sure

I am qualified for this job.

: Well, for this job., we need people to

work hard. Do you think you are suitable
for this kind of job?

: Oh,yes,I think so.
. OK,we will hold an interview at 9:00

next Monday morning. Please come to

my office then.
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B: Thank you.I will. B: i, e,
A. You are welcome. See you then. A: RESR. BT
B: See you. B: BB R

SRR,

B. A. degree 2+ A resource %t i
believe {5 secretary i3
introduction 443 work hard %% 7 T4k

qualified 5 L’%’if% ty

ey

BREsRE

BARAARAALZOREIRZRME(REREI XK EERXAA
5 iﬁﬁ#&#}b“%ih)

P MLB il B ARARGELTHE LS EBREFHA
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Recruitment

4 ARmB®E

[ have come here for an interview by appointment. % & Fi % & & & 89 .
Why are you interested in working for our company?

AR LEXBRERN AT 42

. Because I think my major is suitable for this position.

EARAAEN LT PE SR,

. Because I'm very interested in your company’s training program.

E #2257 B ) R AR R

. Because I can learn new things in your company,at the same time I can offer

my services to you. A A R T L AEF A G F R H WA, B o 66 b RAT4ER 6t
Ak % .

6. Why did you leave your former company? & H f+ 4 % FF LA I B9 2 5 7
7. What are your salary expectations? it #H KA+ 4 EK?
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A

Give me a summary of your current job

description.

: I have been working as a computer pro-

grammer for five years. To be specific,
I do system analysis, trouble shooting

and provide software support.

: Why did you leave your last job?
. Well,I am hoping to get an offer of a

better position. If opportunity knocks,I
will take it. And I feel I have reached
the “glass ceiling” in my current job—

there is no opportunity for advancement.

. How do you rate yourself as a professional?

. With my strong academic background.,I

am capable and competent.

. What contributions did you make to

your previous organization?

. | have finished three new projects,and

I am sure I can apply my experience to

this position.

. What do you think you are worth to us?

. I feel I can make some positive con-

tributions to your company in the future.

. Are you a multi-tasked individual? Or

do you work well under stress or pressure?

: Yes. The trait is needed in my previous

position and I know [ can handle it

well.

. What is your strongest trait?

. Helpfulness and caring. Adaptability and

sense of humor. Cheerfulness and friend-

liness.

. How would your friends or colleagues

describe you?

. (pause a few seconds) They say Mr.

Chen is an honest, hard-working and

os}
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Look,
@ RPEEAREQBEAES

responsible man who deeply cares for

his family and friends.

XtiE 2

A:
B:

How would you describe your ideal jobh?
I think the job should make use of the
professional experience I have obtained,

and offer me opportunity for advancement.

. Why do you think you might like to

work for our company?

: I feel my background and experience are

a good fit for this position and I am
very interested in it. What’s more ., your

company is outstanding in this field.

. What makes you think you would be a

success in this position?

: My graduate school training combined

with my experience as an intern should
qualify me for this particular job. I am

sure [ will be successful.

: How do you know about this company?

. Your company is very reputable in this

city. I heard much praise to your company.

X$i& 3

A

ve)

Do you have any questions you want to

ask?

. Yes,I'd like to know if there would be

any future opportunities for specific training.

. If necessary there will be. Any other

questions?

. When will I know your decision?

: We'll give you our decision in a few

days. How can we get in touch with

you?

. I can be reached at my office during

work hours and at home in the evening.
My office phone number and home

phone number are in my resume.
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