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Unit One $—H

Inquiring Job Vacancies
%) 484 Z 4R BR 42

1. I'm interested in the position of a general manager assistant ad-
vertised in today’s China Daily. Is it still vacant?
BIRMNSRABEPERR - SEEMBARARNGE, X4
R AR T EG?

2. Do you still have the vacancy for the Front Office manager?

&



RIEBRTEREX N RERIT?

3. I am wondering if there are vacancies still available in your com-
pany. :
BRAMBRMNATRERE DRI,

4.I'm calling in answer to/in reference to the position/ job of a
sales manager advertised in yesterday’s Dalian Evening Paper.
Is it still available?
BITHIERRTRINEREREAERIR L HELEXNRAL,
XANRAIRAE LR L ?

5.I'm calling to see if the position of an architect is filled already.
BITRIERE T MERITNXMNRUBBTEB AL T

6. I'm sorry, the vacancy is filled already.

NARE, XMRUNELEAT,

7.Do you have any relevant educational background and working
experience for this job/position?
FRERXNBEE TR TEZRRG?

8. What qualifications do you have for this position?

PR RZBEIX AN BR B 2 WL £ 142

9. Can you send us your resume and references, please?
BRI BANERE T A RANFG?

10. Then please fill out this form and leave us your letter and re-

sume.
MBABEE X RE, F B T YRS HFBIER,

11. We'll let you know if anything turns up.

WRBNSBMNSBERN,
12. We’'ll contact you by telephone.
BMNSMRBIFRREMN,

&



Dialogue 1 Inquiring Job Vacancies by Telephone

Wi BiSHNZRIR0

A =an office clerk in a company A& /A EER R
I B = a job hunter 5kEA#&

@ Hello, this is Beijing Foreign Trade Import and Export Compa-
ny. How may | help you?

R, XERILTHINEH B OA T, BEEELE?

®Hello. I'm interested in the position of a general manager assis-
tant advertised in today’s China Daily. Is it still vacant?

T/J\i@ BXHR(ITS R TSP E B IR SR B A R
RO AR E L ?

.Yes it is.
=N, BEER,

®Can you tell me what this work mainly entails?

BRESFBEXM ITEIEEFHAHE?

@ Your job would be assisting the general manager to handle the
import and export business, and some routine work in his of-
fice.

BN DAL W O S B REAN T — L B Tk,
®/'d like to apply for this position.
AR FRIEX R,

®Do you have any relevant educational background and working
experience?
BIREEXNEEE RN TERRD?

®| think so. I've just graduated from the University of Foreign
Trade and Economics. And I've been working as a part-timer in
White Foreign Trade Company for two years..

&



FRERM. HRRMMIZRKRFEY, MER—EAENRSFINEA
SHMFRR,IEEHET

@Fine. Can | have your name and telephone number, please?
RéFo BRIV ZFIBIFSH?

® My name is David Li and my cell phone number

is 13683487656.
HYFEX T, B FALIESHRE . 13683487656.

@Al right. Can you send us your resume and references? And
we’'ll consider if we should arrange an interview for you.
e, EREHHFNEBEFLRNFE? BRINEELERETES
REH—R R .

® Thank you.
Ao

@ Do you have our address?
RAEFAA LD ?

®VYes, | do.
1,8

@ How can we contact you?
BAVEHFIREAR?

®You can call me on my cell phone or send me an E-mail, the
address of which is David@ Yahoo. com.
BERITH B s IR AT & B F 004, FoA0 B8 Fap 4 stk
7= David@ Yahoo. com ,

@ AIl right. Please keep in touch.
GFIE , FOFRARIFER L o

®Thank you. See you.
B Bo



Dialogue 2 Inquiring Job Vacancies by Telephone

XWis 2 HBiSin S RIG

A =an office clerk in the personnel department of a company

RARAERRR

B =a job hunter RER&

@®Hello, this is the personnel department of Green Company.
ReF, XERIEMRATAELR,

®Hello, my name is Henry. I'm calling in reference to the job of a
sales manager advertised in yesterday’s Dalian Evening Paper.
Is it still available?
R, BUZF, BITBIFERXTFRNERBHEKREBRIR L5
EELEX MR, XMNRIALREL?

@Yes, we're still hiring.‘ What qualifications do you have for this
position?
R, BINEEBAR . B2, RZEIX M RA BB 4?

® Well, | graduated from a business college and my major is market-
ing. Besides, | had been a salesman for 3 years in a company.
B, B2V, 2T VEHES, N, BREE—RA
SN = FHEHER

. ®Sounds great. Please send us your resume and letter. We will

£




contact you by telephone.

UrERFHTHEN, BRROEAMBEEEZELERN. RNSH

REIEK Ao

®Thank you. Bye.
B, Bl

Dialogué 3 Inquiring Job Vacancies at an Employing Meeting
Xi53 HBRA FnifTRIR G

A =an office clerk of an International Hotel E kR kB ER A ZEE R

I B =a job hunter 3R EA&
®Hello, my name is Zhang Ling. I've just graduated from Beijing |
University of Foreign Languages Studies and my major is Eng-
FHREEES

lish language and culture.
REF, BOBKE s HRIMIERINEBE RSN, 3

Sxft v,

@®Hello. Take a seat, please.
ReF, 784,

@ Thank you. Do you still have the vacancy for the Front Office

manager?

Willo MIEBRISLEXNREHRE?
@®/I'm sorry, the vacancy is filled already.
NARE, XMRNEZB AT

@®Oh, what a pity !
o2



W, ABKETET |

@However there is a vacancy still available in the training center.
Are you interested in it? | ’
BRAEFZIFOERE— IS, REED?

@ Yes, but what am | supposed to do in the training center?
20, BRERER RO ATR?

@ To train our employees in oral English and take charge of some
foreign affairs.
B R TAIRZE QB R — LN E S,

®! would like to take this job.
BREBREZXHIE,

@ Then please fill out this form and leave your letter and resume.
And we will contact you later.
BABEBXHFRE, AR B THROEHMEBIER, RIS
REXR o

@ Thank you. Goodbye.
Wilo B




Dialogue 4 Inquiring Job Vacancies at a Personriel Agency

XWig4  TEIRU R BPRDIIAZ ERAR O

A = an office clerk /A ZE R
' B = a job hunter 3kER#&
@Hello. May | help you?
REF, EHR TED?
®Yes, please. Are there any jobs suitable for me?
2. BEARMNIIED?
@ What jobs are you interested in?
PRI AR TR
® Assistant accountant and suchlike jobs.
BhIE T AIE an bk KA T 1.
@Not now. But will you please fill out this form first? And we’'ll let
you know if anything turns up.
MAERE . BERIBIREE T IXKKZEFL? MBENERNERE
FREY o
® That's great. But how long will | have to wait?
KRG T o BREFEZ KA (EE?
@Oh, it's hard to tell. You'd better keep in touch with us and
keep looking for other job opportunities.
W, R, REFFIENMRIFEER , B 4S SR AN TS,
® Thank you. Bye.
B, BHo




Unit Two 7

Winning Interview Opportunities

’ A & XA

‘1. Can /May | speak to Mr. Smith, please?
BB BHTE £ WS,
2. This is he /she ( s"peaking). Who is this?

9



B2, BEWAL?

. I's/This is Tom Witny. I'm calling to confirm/see /make sure
that you have received my application letter and resume.
BRI - B, BITRIERBHA—THRNEFEWE 7THRHN
KEBEF0E Fo '

. Could you hold on, please?

BRERME,

. I'm looking through your resume.
REERRNEFo

. We haven’t made/reached any decisions yet.
BABEE A R ER

. | really hope you can set up/arrange/offer me an interview with
me soon.

BHELARERMNAARELRTH —XE R,

. Would you like to give me an interview opportunity? I'm sure |
won't let you down.

BREAE—AEENINEE? REEHEARSIHERNELEDN,

. When can you set up an interview with me?

PRI AR RS R 2 H— X ER?
10. Thank you for getting in touch with us.
BHERFIR MBS,

11.1 look forward to your reply.

BHMRMNINE S,

&



