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Lesson 1

Job Interview

I . Dialogue

o
o

e
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: What is your major?
: 1 beg your pardon? V%éib’-lﬁ_

: What is your major?

g W
N

“'Wu Rui is an 7\9” Ii%FMO}m Martin is the personnel manag-
. i

Good afternoon. My name is John Martin.

: Good afternoon. My name is Wu Rui.

: Sit down, please.

: Thank you.

: Let me ask you a few questions, Miss Wu. Where do you
‘live?

: I live in Beijing.

: Oh, I see. And where are you going to school®?

: 1 go to Beijing International Studies University.

o 5

: I am ajoring in|English.




r

M: Isee. Have you taken any secretarial classes or anything®?

W: Yes, I've taken t/):pln and Wg and I'm -taking
~ T
French as my second foreign language this_Egr.

M: Have you ever worked in@n éffice before?

W: Yes, I had a part-time job for three months at Shen Ao Trad-

ing Co..®
M: What did you do, office work?
W: Yes, mostly typing and answering the phones.
M: Good. Now, do you have any questions you’d like to ask me
about this company?
W: Yes, I would like to ask about the salary.
M: Well. The starting salary is not high, but the fringe benefits®
o

are much more. If you do well, we will give you raises®com-

—

ménsutaté with your ability. Any more questions?

W, No, I’m sorry to have taken up so much _of your time.

M: Not at all Very glad to have met you. We'll be letting you
know the result of the interview sometime within this week.
Thank you very much for coming.

W: Thank you very much for giving me your time, Mr Martin.

M: You're welcome. Good-bye.

W: See you.

(B)

Liu Ying is an applicant; Mr Brown is the personnel mariag—
er.
L: Good morning, sir. My name is Liu Ying.
2



B: Well, not bad. May I have a look at your references

: Good morning.

. 1 received your letter yesterday. You told me to come this
-—

morning for an interview.

morning 10r an Interview.

: Yes, so you are Miss Liu , Qng of the ! t cants for a secre-
tary. Now we do have the vac ncy. Sit down, please.

>
: Thank you , sir. The office herebltsa very nice. I think the busi-
e

O K. ,I’m quite satisfied with your qualificati; 1/gt}ss Our compa-

ness of your company is very good.

ny is in need of a secretary to be in chargf~ of English d/q u-)y 'j: ‘

ments. Since you have had nearly four years’ study of Engllsh

at university, I cowder you the right girl for the post. Are

- you still studying at university?

: Yes, but I’'m graduating in early ]u%y. In fact, I’m writing the
; , platt, T e

-——

; —
graduation paper at the moment.

s ThaF means you can come to work in the middle of July if I

hire you.-
s ngl’lt.

. Of course, I'll have to put you on three months’_@ p{m

first. Another thing, I hope you can carry on the daily routine

even {f the office director is on leave or absent. Do you think
you can do that? ‘

: I'm sure I can do it well. I’ll fry'my best.

—

. You can expect to get 600 Renminbi yuan per month for your

salary. In three months’ time your salary would be adjusted.

Naturally, at the end of each year you can get the bonus If
A
3
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tract® and give it to me.

. fCorreSpondence % S e

you are satisfied with the conditions here, please sign

‘;f%v

: Thank you. When do you expect me to start my work, then? -
: Let me see***You can start on July 10. Is it all right?
: Yes.

(A) Letter of Application for a Position

Dear Mr Martin;

In' reply to your advertisement® in today’s Be: jing Dai-

.

dy, 1 énixrap;')‘lyi»ng for the ‘position of secretary, My name is
Wu Rui. T am twenty years of age and will graduate from
Beijing International Studies University in July 1924.

I have been studying English for the past four years. - I
majored in-Secretarial and Public Relations English amc;ng
my courses.

I would very much like the opportunity to work in your

company and convert my knowledge to practical use®.

lm’@gg&éging a full personal history. I would be grate-
—— T

ful-if yoyu would grant me an interview.

Yours sincerely,
Wu Rui

(B) Letter of Thanks for an Interview®

Dear Mr Brown:.

the/con-) "é/

—
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It was a pleasure to talk w1th*y@ﬁ last Thursday about
the executive secretarial position u@mr company. Your
company seems to have an ex\tremelﬁfment and freindly
office staff;I know that I would enjoy the challenge of work-
ing in this company.

Thank you for giving me so much of your time. I look
forward to hearing from you again.

Sincerely yours

Liu Ying
New Words and Expressions

interview ('intevju:) ». Wid; &k

applicant ('eplikant) n. HiH&

personnel (,pa:so'nel) n. A (i)

secrefarial Usekra'tearal) n. WM ARBBHEFH

.v,m'cvommensurate Cko'menfarit) a. FHWRE, UK

vacancy ('veikensil n. ZSfift; 24

reference C'reforons n. MFH; CLFHIT. BBH%H) iEH; #
EA BAA

qualification (kwolifi'keifan) n. ¥E4%

document ('dokjumant) . ij‘-‘F,‘ A EH

probation (pra'beifon) ». iXfH¥Y; WIH; FEH

routine Crw:'tin] n. BTAZE; HEILE

bonus ('bounas]) n. ﬁiﬁ’l‘ﬁﬂﬁ s BE

enclose Cin'klouz) ve. 8 (A3, BEEL) HA; B4 -

grant [grg:nt) vt R&, #F; #F BA%)
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sta;ff Usta:f) = (24K) THEAR; (&) BAR

vexecutive (ig'zekjutiv) a. MFTHY; TE Y

- lefficient Ci'fifont) a. BRERY; HEHY

challenge ('tfelond3) n. kiR, Bk, M
major in F{&; EI

COmMEnsUTATe With 5. ARFRAY ; 5+ve 4824y
take up 5 f§ |

in need of BE

in charge of fi#

on leave B

apply for H#F v

convertesstoees oA (§EAF) ...

Notes to the Text

(DAnd where are you going to school?  {R7EMWEJL k2% HAjeh
H‘Jﬂﬁﬁﬁﬂﬂ‘iﬁ\‘ﬂ%&Efﬂfﬁﬁﬁﬁﬂx—‘ﬁﬁﬂfﬁ%fibﬂso

. She’s studying law while her brother is doing modern lan-

guages. MMM, WABEIARET,

@Have you taken any secretarial classes or anything? {R%:3 8
FRBHAMHF B'D? or anything BA LERFAICR X, Bk
RERMMEFT R ABRAEE. 23 or something.
1 : I'm not sure what John is going to do tonight. Maybe he’ll

watch TV or something. &Kt%ﬁ?@ﬁ/\ﬂﬁtﬂ:ﬁ‘/ y WA

TEMER B AR,

©Co. & company (AF]) WHET, % T/ 7 &%KF ., company.
K CNF” WER, THERAF (imited company, HENR

6




Co. Ltd.) 4 & #/\ ] corporation HREH “AF]” £, M
% F limited company; firm RIFEH AL L8 & Bedlk, REEA
FAFILFA, AL this firm GXE AR, our firm (R4
f) 2E. MEXHERATLFHPH A incorporated, H4E
H 4 Inc. ,

@fringe benefits {BA B PHILE.

®raise i CLIBIYE), . a.pay raise T.¥ERY3¥h0.

®put you on three months’ probation %4 ¥R=/ A #yik A #i.,
#M: an officier on probation Y “ALJ&”. XiM: You'll be on
probation for the first three months. k=4 A BKRAXHH.

(Dsign the contract E&F; EARLES.

®In reply to your advertisementess ZEE K ooeee » B R EETE ., .
In reply to yours of 12th June, we are pleased to inform you
that you have shown the sample to our buyer. k77 6 A 12 H
HREIE, RINMEWHEDEZEARMNEY, FHEE.

©convert one’s knowledge to practical use 22 A ZH .

OXEHERERBBME. WHRAFUTILMEA: (D BEER
#; () UEEREFERNXTERXE; 3) MEEREX
PRegth A AL HIEISR s (o) FEERETE AR B R R R
(5) ¥ RE RN RITEBEAFLAAE .

Exercises
1. Mini-dialogues.
(A)

Mr Kay: Twenty applications. That’s not bad for one »a_d‘.zert. I’ve



made a short list of five, so we’d better call them for inter-

view.

Mr Samuel; Will next Monday do?

Mr Kay: Monday, all right. I’ll see this one first, Juanita Ling.
She seems to be the best qualified.

Mr Samuel: Is she the graduate in business studies?

Mr Kay: Yes, and I hope she’s good at typing as well.

(B)

Mr 'Kay; qu, Miss Ling, about your qualifications. I see that
you have fluent French as well as English and that you were
working with your last company for four years. Tell me,why
did you leave?

C‘a'gdi(}j;l e, (A): Actually, I didn’t leave. The company closed’

‘ g:,‘/ﬁ??ﬁ . )
owh.

Mr Kay: Closed down?

Candidate (A): Yes, it went bankrupt. So I was out of job.

Mr Kay: Isee. And have you been doing anything since?
Candidate (A):1 had a couple of temporary jobs, but now 1 really
e
need somethin nent.,
€ piiﬂ%?,;,f#

©

Mr Kay: So tell me, Why are you applying to work for my com-
pany?
Candidate (B): Well, I was trained in book-keeping and office

practice and I’d like to use my secretarial skills.



N 2,
A Y l\
Mr Kay: I see. And apart f)rom typlng what experlen@o you

have with office m' chmery? 7

\s

Candidate (B) : I know how to use the telex machine and the pho-»
tocopier. ' : - ‘
Mr Kay: All right. Well, I'll think it over and we’ll get in touch i

with you in a day or two. Thank you for coming. \ ‘
D 4

Mr Kay : Now let me tell you a few things about the joi). You
know the salary already. We pay a bonus twice a year and
we give three weeks holiday a year. Office hours are nine to
five thirty and we work a five-day week. Do you have any
questions?

Candidate (C): Er, yes. Could I ask about sick leave? [

Mr Kay: Sick leave ?Well, I insist on a doctor’s certificate if staff

are away for longer than a couple of days.

(E)

Mr Kay: Miss Ling is still my first choice, so could you give her
a ring and I’ll offer her the job. If she accepts I’ll write to

I

the others straight away so as not to keep them waiting.
Mr Samuel: Are you going to take up her references?
Mr Kay: No, there’s no need to do that. I'm pretty sure we can

trust her. If she accepts I’ll write her a letter of appoint-

ment.

9
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1. Translate the following orally into Chinese:

(A)

A: Come in. My name is John Smith. How do you do?

B: My name is Liu Wen. How do you do.

A: Please have a seat.

B: Thank you.

A: We have received your letter in answer to our advertlsement
I would like to talk with you regarding your qualification for
this position.

B, Yes,sir. I am very happy that I have qualified for this personal
interview.

A; Could you tell me a little about yourself, please?

B: I was born in 1968. 1live in Beijing. I graduated from Beijing

University, Department of Western Languages last year.

A: Do you have any experience as secretary?
L B: Yes. I've taken Typing and Secretarial Theory, and I'm taking
Secretarial Practice this year. I have received the secretarial
training for six months.

~ * A: How many words do you have as a typxst?

B: I can ‘type 50 words per minute.
| A: Do you think you are qualified for this work?
B I think I can. I don’t mind hard job.
L A If we decide to hire you, we will notify you by telephone.

-~

Good-bye. . T
B: Thank you,W&Good-bye.
10
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