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Chapter 1 Interview Ways
5 mMiliRiE

0 To Apply for a Job by Telephone
HBi5RIR

ﬁ Useful Expressions)

1.

Hold on a moment, please.
BEAESRIE,

. It's really good to receive/get a call from you.

BRIGCHBIZERAT T,

. Give me a call if you have any more questions.

WRETHEMMA 4 M, ARITHIT,

- Let me know if | can be of any more help.

REBTHABERDN, REFH.

. Well, thanks for your call.

WS EITEIEX,

- You are in connection. Please go ahead.

®EBT ,EHE,

- Do you still have positions for the typist?

RADEBETFRIL?

. Do you still have positions available?

RASEHFTHE H’]H fr0g?

@3 Dialogue 1

A,
B.

A

ABC Trade House. May | help you?

Yes, I'm interested in the job you advertised in yesterday’s
newspaper. Is it still vacant?

I'm sorry. The job is taken.

Oh, so quick?

: Yes, you should have tried earlier.

0
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Can’t you give me one chance and reconsider your decision?

. I'm afraid we are sticking to our choice.
. | see. Thank you.
. Better luck next time.

In case you will change your mind, please let me know.

o >

oe)

>0 >0 >0 >

: ABC B 5N 5]o At ATTMETHIG?
o WXRMEXRERALENBRESRENE, EF

THEIL?

EEHK, IMTHESLEKIIAT,

B, XA R?
L B, REIZESITH,
 MERNFAELE KNS, EFEERERMNORE?
 BERNSBH/BMNO®E,
C REE T, 55,
. MIRTRFIE,

C A—IRNREER, BENHK,

# J Dialogue 2

A.
B.

A:

>

> 0> w

Hello, may | help you?

I'm enquiring about your advertisement in newspaper for a
sales manager. Do you still have that vacancy?

Yes, but what qualifications have you got?

: | have a great deal of previous experience in sales. | have
worked in the sales department at two corporations since |
left university. I'm good at getting along with people.

Fine. Can you let me have your name and phone number?
Il make an appointment for an interview for you.

: Yes. My name is Lisa.

. And your phone number?

: My phone number is 87654321,

Thank you. Can you come tomorrow morning?

22
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A.

Thank you very much.

. I'm afraid not. Can you make it Wednesday morning?
. That's all right. Shall we say 9.:007
. Sure. I'll come to your office at 9.00 Wednesday morning.

You're welcome. Don'’t forget to bring your materials with

you

. SERK

o >
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: R IBHHAENL?
B;

BEE—THRNERKLENBEHEELENSE, XM RN

EREL?

SINEHEBIITMED,

: BEE, MR REWEFFR?
 REHENBBEFENLHELR, K¥

EVEHEERRL
BEKSAITXE,

D L EIRFRROBENBRIEFLD? RS RREEI,
 EFH. IIFFE
: R BIESHE?

: MW BIESHLRE 87654321,

W, REAR A RESRIG?

c BRI REEEEM=LF1E?
s TR, ARITID?
c fTo HEM=Z EFNARERAAE, FEEBE,

MBS, A THREAMBHFL,
#.J Dialogue 3
A. This is Jack. Who is calling?
B. Good morning, | am David, the personnel manager of A

Company. | have received your application letter and re-
sume. I'd like to talk with you regarding your qualifications

for this position.

: Good morning, Mr. David. Thank you for calling me.
. 1 find that you received a bachelor's degree from Nanjing U-
niversity this summer.

How do you think the education

& ﬁp/ Tnterviow gﬂ/ﬂé/ For Inmedsate Yie
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you've received will contribute to us?

: As my major at university is Business Administration, | think

I have a basic understanding of the work procedures at the
foreign trading company.

: Why are you interested in our company?
. I've spent a lot of time considering the possibilities of various

positions, but | think this one is the most suitable one for
me. | think | could get a more challenging opportunity there.
Mr. David, | really look forward to an interview so you can
know me better.

: OK, how about nine tomorrow morning?
: I'm free then.

Then come to our office tomorrow morning. See you then.

. See you tomorrow.

=} sxax

A.
B.

A.
 BAEESFERRE THRAS R L5, 4550 41552

>

>o>0w

HENRT, BRBL?

FLEF BEARARIMWAFELE, REKH TEHKR
SR AR, AR XN R TR— T EHRF SR,
FLEF, KB EE, BHIEBRITRIE,

MR BN AS SR ERNERR?

 REHIEREETHEE, RIAVECHIRATN L SR

FERT —EBEENTR,

P ARAT AR RN TR
 BETHENBEEBER THROTEMS, ERAIXEESE

SHHENL, RANNEBEIHRS TSN, KB %4,
BERFEE - ERENS, UELEFH T 8K,

SFOE, AR L4 9 AEARE?

PXEAB D,

WA AREFFRNDAER, BHEXR,

AN,
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s Note

s T ¢

% AV QYL SVRWL QI N8

PN AN

- = a4
A WN = 0O

connection n. %, 124
position n. 78, EAfr

available adj. THEIM, AN, HHEH
advertise v. ffi/ 4, B &
vacant adj. =H, TRH; SHH
reconsider ». EHFEFE, EHFH YL
enquire ». ifja]

qualification n. ##&, &
corporation n. /AF], 1k

. appointment n. 4%, f5F

. material n. #¥, 4t

. application n. #i5, HiEX

. resumen. BE, BH

. bachelor's degree %+ 347

e To Apply for a Job on the Internet
g I RHR

ﬁ@ful Expressions )

1.

Can you tell me how to apply for a job on the Internet?
RAESIREEAER £ KRERIZ?

. How should | contact them?

ERESMIBERR?

. The Internet can offer an astounding variety of job resources.

BERPI O] DUR T A £ 89 TR BB,

. The online job search has exploded and become the most

heavily used tool in finding jobs.
MEKIRAZELR, CEMARE BN TA,

-Can | get a quick reply from the sites?

HAERRERIM 586 F057?

B
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6. Which websites offer this service?
OAR 46 g s 4R (AL X T AR 55 U 7

7. Could you please tell me how | can go job-hunting in the
web?
1L RE S IFIER £ W RERIL?

8. You can e-mail your application materials to the websites of

job agencies.
{RET UM &8 7 B4 45 HR 1 B 2 4 156 Y B L

%.J Dialogue 1

A Peter, do you know how to apply for a job on the Internet?

B: You can enter the websites of job agencies. Just fill out an
application.

: Do I have to send E-mail?

: Do you know the E-mail address of the unit?

No. I still don’t know which unit is in need of staff.

Send out an application through Job Wanted on the website.

: Can any unit see my information?

Your application will be read.

Do you know which websites offer this service?

. Sina, and a few others.

Thank you very much.

. It's my pleasure. Good luck.

TrPE>0>0>0>

2] s2ux

A REDIE S AZE M SR ERIL?

 ARET A NER Y /T B M 36, S — #4815 ERMTLT
DR E-mail %&5%087

: REIE P A B0 i 68 F RS Hb g 0D 2

ARE, BERMEBD L HHAER,

ABIRFLFE " KER" Wi & 7 KBRS %
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%/ Dialogue 2

A

Jack, | have graduated from college for two month. But |
haven’t found a job yet.

. Dor’t worry. You can try posting your job-seeking informa-

tion online.
. But I don’t know how to set up and send an online resume.
. Be patient. I'll teach you the steps to write an online re-
sume.

. Thank you very much.
. OK. Cut and paste the text onto an e-mail page and send it

to the website of the job agency.

. It's very easy.

. Yes, it isn't difficult.

. Then what time | can get a reply from the sites?

: Usually it takes a short time.

. What time | can get a reply from the units?

: You have to await the choice of the units for a while.
: Thanks for your help.

You're welcome. Good luck.

NG, HEVYHENA T, TE R BT Tk,
I Lo RTURBERKIMEELHTME,
BERFENETHENREEFEH,
i )L, BT AR EE B F 1 5 0 5 18

- JEE RHR,
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B.

.3." Ll 9’ > m >

XBREEB,

=W, T,

ﬂBﬁT‘i‘/AE’TT‘%“E 2 P sk B B S OB ?
HEREHNNE,

?&H’AH‘J‘@E“‘E SEBEBNHEE?

RET D EFERE R N%EE,

B IRESEE B,

RER, MRz

@ Dialogue 3

A
B.

A
: Now let me take a look at your application form. The appli-

>

Hello?

Hello. I'm the personnel manager of the ABC Company.
May | speak to Mr. Smith?

This is Smith.

cation online is not very detailed. Can you tell me why you
are interested in working in our company?

. Well, the position you offered is quite challenging, and | aiso

believe | can fully use what | have learnt here.

: Mr. Smith, what are the qualifications you think you possess

for the present job?

: | graduated from Suzhou University, and have had five

years’ working experience in the relevant field.

: Have you any experience with management?
: Yes, | have worked in a foreign trade corporation as an ad-

ministrator.

: I'd like to set up an interview time with you as soon as possi-

ble.

: OK. When can | receive your message?
: Within three days, you can check it online, and you will

know the interview time.

. Thank you very much for giving me the opportunity. Good-



