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NTERVIEW ATTIRE TIPS

Before you are going to have a job interview, you have to make
necessary preparations as follows:

() Before you even think about going on an interview, make sure
you have appropriate interview attire and everything fits correctly.

O Get your clothes ready the night before, so you don’t have to
spend time getting them ready on the day of the interview.

O If your clothes are dry clean only, take them to the cleaners
after an interview, so they are ready for next time.

O Polish your shoes.

O Bring a breath mint and use it before you enter the building.

PART One

e B P o T e T R i A A T R D

Dialogues

- Dialogue One

Miss Susan Brown, who majors in secretary, has just graduated from a
~ higher vocational school before the summer vacation, now she has got

invitations for job interviews from two different companies. Let' s see

how she proceeds with them.

Mr. Henry Stevenson S: Susan Brown

Good morning, Miss Brown.

Good morning, Mr. Stevenson. Thank you for interviewing me.

You are welcome. How do you know this post offered by our company?

Uh...I have read the ads in the Local Human Resources Market Website',
Would you please tell me why you choose to work in our company?

Well, in fact, before the interview, I have been collecting all the information
about your company, from which I know that it has a very good reputation in
the society, bright prospect of further development in its economy. Moreover, it

can offer the best chance for the staff’s personal development®.
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H: Yes. That’s right. Let’s talk about your educational background, Susan.
OK. From my resume, you may see that I am a secretary major and graduated
from St. Peter Higher Vocational School in 2006.

H: Have you ever been a student leader at school?

Sure. I was once elected as the chairman of a student organization’ in my

department and worked at this position for two years until my graduation.

H: What have you learned from this experience?

: Quite a lot. Actually it is a big challenge for me. As you know, to get the
organization operated regularly, I have to put forward many new and creative
activity plans, make budgets and try to get donations from any possible channels’,
and I have learned how to construct an effective team” and motivate them to
work efficiently. Besides, I have improved my qualities and abilities in all the
fields. For example, responsibilities, self-confidence, social communication skills,
management abilities, eloquence, enduring hardships and so on. It’s an unfor-
gettable experience in my life long.

. Sounds good, that might be very useful for your career as a secretary. By the
way, Miss Brown, do you have any recommendation letter” from any of your
teachers?

Yes, here it is. It is from the dean of our department.

H: OK, we will keep your application in file” and contact you someday next

week.

Thank you for your interviewing, Mr. Henry.

the Local Human Resources Market Website X4 A 7117 &7 %G

2. It has a very good reputation in the society, bright prospect of further
development in its economy. Moreover, it can offer the best chance
for the staff’s personal development. F/4y &AM A B I+t £
R, AU R R HDEHIRTR, B RE N K R T AR BRI
R

3. student organization %A 1 4]

get donations from any possible channels
AEART AT BE Y i A2 SRAG e Bl
construct an effective team ZH 7 — 58 A /7 i 1 BA

6. recommendation letter /235
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e d

Dialogue Two

&

L: Linda Simpson S: Susan Brown

L. Good afternoon, Miss Brown. Welcome to our company for an interview. I am
Linda Simpson.

S: Good afternoon, Mrs. Simpson.

L: Miss Brown, I have just read your application letter and your resume.

S: T hope they’re all right to meet your requirements.

L: Yes, they are fine. I see from your experience that you've had quite a lot of
experience as a secretary already.

S: That’s right. I’ve been a part-time secretary for 2 years, in two firms.

Good. Susan, what do you think are the essential professional qualities’ as a
good secretary?

S: Well, quite a lot. Hard-working, being good at social communication, under-
standing, considerate, working efficiently, good manner, responsibility, self-esteem,
sociability, self-management, integrity and honesty.

That’s perfect. By the way, what qualifications have you got*?
S: Yes, [I've already got a China National Secretarial Authentication at Middle

Level as well as a National CET-6 Certificate®.

L. What were the routine works at your past positions as a secretary?

wn

A secretary’s work is often a routine work which includes assisting my superior
in daily jobs, dealing with clients’ correspondence from both home and abroad,
teaming up with people in the office for a smooth operation', arranging visits,
setting up meetings, doing the filing and some shorthand-typewriting, collecting
and handling diversity of latest information available and so on.

Good. Now do you have any questions to ask me about the post?

Yes, I'd like to ask about the salary, please.

Well, all new clerical employees begin at a standard salary of RMB 1200 yuan
per month. Then someone like you may be given a higher-ranking assignment’,
which means you are likely to get a higher monthly salary.

What about other welfares?

L: The other welfare includes health insurance program, professional training on

the short term basis and some holidays with salary etc.

Ok, I see. Thank you for your explanation.

L. You are welcome.
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: the essential professional qualities FEASHH ) 2 i

21 What qualifications have you got? {/R3KAS T MRLLFT#% 7
China National Secretarial Authentication at Middle Level as well as
a National CET-6 Certificate H [E| £ [E ZZ MY A& IE 5 (Fh 2k ) LA
BARZEBEEK T HERHE R 6 kD

4. team up with people in the office for a smooth operation 5 Jp/ % [

HE1E, I LAERETS G JT I

be given a higher-ranking assignment #§ Zs A 5 /5 A HH 55

- New Words

budget ['badzit] n. s

correspondence [kora'spondans] n. K R

diversity [dar'va:sati] n. EZ8 LM

domestic [da'mestik] n. [E

donation [dau'nerfn] n. SR 3]

esteem [1'stiim] n. o

integrity [1n'tegrati] . EH, e

personal [p3:senl] a. NI

qualification [kwolifr'’ke1fn] n. A AAIET

recommendation [rekemen'dei[n] n. HEFE

reputation [repju'terfan] n. BB

resume ['rezjumeri] n. faj

shorthand ['[o:theend] n. g

sociability [.saufa'bilsati] n. Az RE S

staff [ sta:f] n. LR B RS
academic year SFE physical activities KEESD
courses taken e Y refresher course B
curriculum R rewards L]
degree =2 scholarship Wk o
educational background [ FH R semester FHR(E)
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educational system it social activities AR )|

excellent leader 75 T8 social practice (IR
excellent League member {754 5t special training RIS
extracurricular activities  RAME B specialized courses T[T JURAE
in-job training FEHREE student council S

major & summer job B TAE
TG HlE supervisor BRI
off-job training Ji =B 1| vacation job fBst AR

part-time job b TAE

PART Two

Useful Expressions

For an interviewer

1.

10.

Can you sell yourself in two minutes? Go for it.

IREEZEFI A3 Bh N A FeatErEng 7 1ine

Why did you leave your last part-time job? AR Af1AFEARAT_E—A>FHEHRWE?
What do you think you are worth to us? {5/E AN NIRXSIATE M {EVE?

As a graduate from a higher vocational school, what makes you think you
would be a success in this position?

VE i BREE AR , R A ey 1 REFEAT i 4 A7

Do you work well under stress or pressure? {RAEARSZ TAE b ) F705?

How long would you like to stay with this company?
IRSAEA N R R 55 22 AW ?

What is your strongest trait(s)? {R4ME Fi MRS R4

How would your teachers or classmates describe you?

IR a7 B AR

How do you normally handle criticism? AR & Qifa] &b HE 50 A A4t PE?

How do you handle your failure? R/EFEXHFFH CIHML?

an interviewee

With my qualifications and previous experience as an intern, I feel I am hard-
working, responsible and diligent in any job I undertake. Your organization
could benefit from my shorthand and interpersonal skills.

MRFC Y GEAS RN G AT > A2 9 AR 223, Fe s 153 0 FT IS il 4 — T T AR 5%
71 3T . FRAEICRE 1A AL B9HEET , X BRI A I EL
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2. Well, I am hoping to get an offer of a better position. If opportunity knocks, I
will take it.
A BREIRAT— 0 AP AR, WERPL 2R, TR INE

3. I feel I can make some positive contributions to your company in the future.
FRFEAFFRNT 520 F] BEARLE R A A TR

4. My graduate school training combined with my internship experience should
qualify me for this particular job. I am sure I will be successful.
ARSI SR, B2 207, RIS Sk T, FARGEIRAEN

5. The trait is needed in my previous part-time position and I know I can handle
it well. XFPRE SR FCRTHI TAEITT 20y, FRAEFEN T B .
Adaptability and sense of humor. j& /i HE /7 F114 ERIEE

7. They say Jack is an honest, hardworking and responsible man who deeply
cares for his classmates and friends.
AT TS TR AL 2 2 85 ) SRR X R A A AR S

8. As you know, a higher vocational school usually focuses on the practical training
of professional skills, so I have got access to many routine jobs of a secretary
while at college. IE MR HITE A, o HABEMEHRAE H AL L Ik £ RERY S48 1 5, i
PAFRAE AR s e e B TR 2R A3 i) H ML AR

9. I will try to present my ideas in a more clear and civilized manner in order
to get my points across.
T LIHIEAE SO R 7 S AR VE SR JT 1 e i WL

10. None of us was born “experienced”. Although I'm a green hand as a secretary, I
am sure [ have much potential in self-promotion. F{ TR EHIAZAE KA L
Bfy, B BA SO TAE 2, FeAl 5 B AR A FEETHERE.

PART Three

Sample Writing

Section 1: Resume

Whether you want to advance in your chosen field or you’re making a drastic
" career change, a resume is a job-searching necessity. It provides an overview of
your experience and skills, and a great resume will help you get an interview for
that job you really want. Spend the time making your resume as good as it can
be and you’re making a truly worthwhile investment. Here is how:

QARVRAEAE H O A SUAT BT i e sl AR 4 A, S A8 3 gk T AR 75
KM ERERBURPT A AR AR, S R4 B TR R B U TAE .
TR RAB T BT RESE SR — R A B L
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Sample

Linda Jackson
2800 Covington Lane Branson, MOS550
Telephone: 1-229-111-1221 Home Email:lindam @somedomain.com

Dependable, confident secretarial professional with progressive experience in office

management.

Summary of skills
Windows 2000/XP
File Management
Excel
PowerPoint
Publisher
Stenography(80 wpm)
10-key

Records Management

Strengths
Interpersonal skills — ability to put people at ease; dependable, organized, efficient;

team player; self-starter

Business experience

November 2001 — Present, secretary to Administer Manager

1. Responsible for all incoming correspondence and determining proper direction
and action for incoming mail.

2. Answering telephone, greeting customers, answering questions and directing cus-
tomers to appropriate staff member.

3. Resolving customer service complaints.

4. Organizing and maintaining files and records.

Education
1998-2001: Albertus Magnus College, Newzealand, B.A., majored in Secretary.
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Section 2: A Letter of Application

With your resume, you need to write a job application letter of which the pur-
pose is to point out your qualifications and preemptively answer any questions that
might arise from your future employer.
© Address job application letters some where on the top. Ensure you include the
name of the person, title, company name and address.
© Simply state why you are writing to them, mention the position title and where
it was advertised.

© Summarize your experience and skills, analyze your career, highlight what you
specialize in, or the level that you have reached.

© State where and how they can reach you, and thank the recipient for giving
you the opportunity to apply.

@ Finish the letter by adding a closing remark.

KIS ALHTZAD AR, R 7 B — ORI L H AR T R IR 5T

A% BE 1 H R 3h BB VR AR R T 0 AR BEE

O TEfF ETRAIEE YA . TR NS Sk A RIZFR k.

O TRIABHIIRIE (E H A OIS HRL P8 A I TE .

O MERIRAYZIN AP R M B RE , XL BEAT a7 B A7 , 3 3R AR K & Ik F
KB IR

O UWIfarkt AR T SCREBR R BIR, B Ty R F R EbL &

O fFR4HIE.

Sample
Dear Mr. Green,

I am writing to apply for the secretary position advertised in the local
Yangcheng Evening Newspaper dated October 15th, 2008. As requested, I am
enclosing a completed job application, my certificates, resume and three references.
The position of secretary offered is very interesting, and I believe that my
part-time experience and education will make me a very competitive candidate. The
key strengths that I possess for success in this position include:

I have successful academic records for my professional courses.

I can write in shorthand at the rate of 120 words per minute, and typewrite at

55 words per minute in English.

I’'m well acquainted with most of the office works from my part-time job.

At school, I won a scholarship and the first prize in a speech contest.

I have obtained CET—6 and National Computer Rank Examination Grade One.
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