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Personal Information

| Lead-in

A Resume

RICHARD ANDERSON
1234, West 67 Street,
Carlisle, MA 01741,
(123)-456 7890.

OBJECTIVE:

Seeking a position using my extensive knowledge and successful experience

within the Healthcare Industry.

CAREER PROFILE:

Extensive experience in the Healthcare sector ranging from clinical care to
administrative responsibility.

Self-motivated, efficient, resourceful and reliable under pressure.

Excellent communication and interpersonal skills.

Confident and poised in interactions with individuals at all levels.

Detail oriented and resourceful in the completion of tasks with ability to multi-
task effectively.

Demonstrated ability to function effectively as a team player as well as
working independently to achieve objectives.

Possessing strong problem resolution skills.

Dedicated individual achieving a reputation for consistently going beyond
what is required.

Fluent in German and Spanish.
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PROFESSIONAL EXPERIENCE:

® Wrentham Health Centre, Wrentham, MA 03/01-Present Back office Nurse
Responsible for the admission of patients and the filling of patient prescriptions.
Performed minor biopsies and administered patient injections.
Collected, stored and retrieved patient data.
Maintained and ordered medical supplies.
Conducted patient interviews to elicit registration information.
Implemented effective system for the sterilization of surgical instruments.

® Dalek Commercial Group, Cambridge, MA 08/99- 02/01 Administrative
Assistant
Scheduled appointments and maintained up to date client files.
Managed incoming and outgoing correspondence and maintained contractor
schedules.
Liaised with external contractors completing tenant improvements to ensure
adherence to external schedules.
Performed administrative duties and provided support to the Property
Manager.
Oversaw the maintenance and purchase of office supplies and equipment.
Maintained and updated client information on the company database.

® Quincy Medical Group, Quincy, MA 01/96-8/99 Ward Clerk
Scheduled patient appointments and support roster for physicians.
Registered incoming patients and assisted with prescription fulfillment.
Demonstrated ability to maintain composure and work efficiently preserving
patient confidentiality in this environment.
Performed administrative duties.
Troubleshot and resolved problems. Effective at dealing with complaints.

® St. Andrews, Boston, MA 01/95-01/96 LVN / Scrub Tech
Undertook a floating role for the Nursing office performing duties in the
following departments: Post-partum, Labour and Delivery, the Emergency
Department, Intensive Care and Paediatrics.
Served as a Scrub Technician over a five-year period in the Labour and
Delivery section.
Relate well to people from a variety of cultures and social backgrounds.
Remain calm and professional during periods of critical need.
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Readily develop rapport with patients, staff, families and physicians.
Assist with registration of new patients.

EDUCATION:

College of Massachusetts Medical Affiliates
08/90- 09/94

Graduated as an LVN

PERSONAL DETAILS: In my free time I have assisted at the Boston Unified
School District as a Teacher’s helper. I have also volunteered at the
Massachusetts Police department in the Emergency response department. My
hobbies include water-skiing, snow skiing, going to the gym and hiking.

(437 words)

Answer the following questions according to the résumé you’ve just read.

1. Why are the address and telephone put on the very top of the résumé?

2. What personal information should be included in a good résumé according to
the above form?

3. What kind of information weighs higher than anything else in your opinion
and in this résumé? Why?

m Part A Dialogue  ...ckooooosoocscssoscos
)

(Mi Jingjie, an English girl studying at Beijing Language and Culture

University is interviewed on her learning experiences in China. Here is their
dialogue. )
Interviewer: I am very glad to be conducting this interview with you. Could
you please first make a brief introduction?

Mi Jingjie: My name is Mi Jingjie, and I am from Britain. I’ve been in
Beijing for two and a half years. Currently I'm studying Chinese
at the Beijing Language and Culture University. I'm an
undergraduate.

Interviewer: Undergraduate? Did you learn any Chinese in Britain?
Mi Jingjie: Learned a little bit at the University of Leeds. This is a long

«3 -



Interviewer:

Mi Jingjie:
Interviewer:
Mi Jingjie:

Interviewer:
Mi Jingjie:

story. I have been to China before, and I love China. I have
friends here. Therefore, I left my university after a term. I went
on the internet, found Beijing Language and Culture University,
and signed up.

Why did you decide to come to China? What attracts you to
China? -

I first came here to volunteer in Gansu province.

What did you do?

I taught English to primary school and middle school students. In
Britain, after you graduate from senior middle school you have
one year to do what you want. You can choose to go to
university directly, or go to work, or tour around. You can also
choose to be a volunteer. I decided to become a volunteer.

What did you accomplish as a volunteer?

Before I came to China I thought that money was the most important
thing in the world. I wanted to go to a good
university,, learn business and then work for a

. conducting this interview with 7+ 7. sound salary. But after I came to China I
.

~ communicate v. #ifi, Xk

| realized that it is most important to be happy.

e l’\'

~signup %%, #E 3 . .
s % A sl Money can not texactly bring y01.1 happiness.
Cvolunicer . & B . Therefore, I decided to study Chinese instead
i 77 of business.

Interviewer:

Mi Jingjie:

Interviewer:

Mi Jingjie:

That is to say you found pleasure in learning Chinese, in China,
right?

Yes. I found China to be a suitable country for me. I'm very
honest, and so are the Chinese people. I like to communicate
with these kinds of people.

Besides Chinese people, what are some other things that attracted
you? Culture? Chinese food?

I’'m very interested in Chinese culture and especially the food.
But chiefly it’s the Chinese people that attract me the most. I
have another story to tell. My boyfriend is Chinese. I learned a
lot through communicating with his family. He introduces
Chinese culture to me.

(414 words)
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1. How long has Mi Jingjie been in China?

2. Does she enjoy the life in China? How can you judge?

3. Mi lJingjie experienced a change in her thinking after coming to China.
What’s it?

4. What information can you get about Mi Jingjie from this interview?

p—
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1. Work in a group of two. Suppose one of you is the boss of a computer
company, the other is one of the applicants for sales manager. The boss
tries to weave enough questions in order to get as more information as
possible about the applicant, while the applicant tries to provide the
appropriate answer to show his ability.

2. Work in pairs. Suppose one of you is a pop star who is now at the top of his
or her career. The other is a journalist of an entertainment channel. The
journalist tries to poke into the pop star’s privacy, while the pop star tries to
avoid his secrets being exposed.

m@ m@ 060(30090060090606000000

Cultural Difference and Communication

Language is closely related to culture. A good command of a foreign language

not only means mastering the language itself, but also involves the cultivation of

cultural competence which is an important ingredient of communicative
competence. There are cultural differences between China and the English-speaking

countries to which English learners should pay attention. In Chinese, questions like

“Have you had your breakfast?” or “Where are you going?” are often used to greet
a person or to initiate a conversation. However, to native speakers of English, the
question about the meal would suggest an invitation and therefore may cause
misunderstanding. Similarly, except for hospitals, immigration offices and such

places, it’s unimaginable for someone to ask a string of questions like: “What’s

our name?” “How old are you?” “Where do you icome from?” The question
q

.5
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“Where are you going?” in English is normally a request for information and only
used by someone in authority or between very close friends. The natural reaction of
English-speaking people to such greetings would mostly likely be “Why do you
ask?” or “It’s none of your business. ” And questions like “ Are you writing to your

parents?” would be thought to intrude on one’s privacy. Therefore, in

conversations with native speakers of English, we have to guard against
inappropriate topics. In the West, directly asking adults, especially women, their

age is generally regarded as impolite. “How

/. much do you earn?” is also an embarrassing

- cross-cultural perspective ¥ S HeAL f ; question.  Income is considered as an
_ cultivation n. 3%, #HL
7 ingredient n. &%, H&
(intrude  v. 4738, T
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. extremely personal and private affair, and

even within a family, one may not know the

B e

exact salary of another family member. Asking
native speakers of English directly how much they paid for something is also
regarded as an invasion of their privacy. If you really want to get information about
the above-mentioned matters, you should use indirect ways. For example, instead
of “How much did it cost?” you can say “Was it very expensive?” this gives your
partner a choice of reply. In addition, do not give them advice, such as “Put on
more clothes” and “Drink plenty of water”. Such remarks seem to them to be rather
too parental. In a word, we have to make our English not only grammatically
correct but also socially acceptable. In other words, we should be developing a

cross-cultural perspective in learning English.

There are also similarities in the two cultures, despite the difference.
Appropriate topics can be jobs, hobbies, books, housing, holidays and outings,

films, TV programs, and other forms of entertainment.

(405 words)

Exercises and Practices

W e WG o e W s

1. Answer the following questions according to the passage.

1) Why is it important to know the English-speaking countries’ culture?

2) What kind of questions is used to initiate a conversation in Chinese? What
do the English speakers think of these questions?

3) If you really want to know such matters as price of a certain article, how
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could you ask?
4) When talking with English speakers, what kind of questions should be
avoided?

2. Retell the passage and try to use the following words and expressions
learnt in the passage.

cultural differences initiate a conversation
misunderstanding guard against inappropriate topics
indirect ways intrude on one’s privacy

not only grammatically correct but also socially acceptable
similarities

3. Discussions

1) What questions you want to/can ask if you are to talk with an English
speaker?

2) Do you know any other cultural differences between China and English-
speaking countries? List some.

4. Recitation
Recite the underlined sentences.

e
3
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Look at the picture below. Describe the picture first and then discuss its
implied meaning.

What do you think
of the student Bush?
He wants to learn -
literature after me.

Professor Profssor A

He has good leadership and
mastery of mathematics.
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Words related to acceptable, appropriate, direct ways, indirect ways, implied
communication meaning, roundabout, tacitly, technique of communication
Other using expressions apply for, learning competence, positive comment

¢\ Your descnptwn ts supposed to be based on the following questions:

s, 3 5w

1. What are they talking about?

2. Why professor A asks such a question to professor B?

3. What’s the direct meaning of the words spoken by professor B? What can
you infer from his words?

4. Could the student mentioned benefit from professor B’s words? Why?

@%ma Functions and Notions ., ,...hoooooo.

Courtesy I
Generally, greeting, leave-taking, introduction, extending gratitude and
offering apologies are some usual situations, in which we witness people showing
courtesy. Here are some expressions that might be helpful to facilitate our
communication in these situations.

. Hello/Hi?

. Nice to see you.

. How are you doing?

. How is everything?

. How is life?

. How are things with you?

. What’s up / new / happening?
. Fine day, isn’t it?

O 00 2 O Ut & W N =~

. Long time no see.
10. What a pleasant surprise !
11. Fine, thanks. And you?

.8 -
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12. On top of the world, thanks.
13. 'm extremely well, thank you.
14. Can’t complain.

15. Not too bad, thanks.

Conversation 1

A

Nice to see you.
Good to see you, too.
How’s everything?
Fine, just fine.

I'm glad to hear that.

Conversation 2

R

Fine day, isn’t it?

Yeah. How about going swimming with me?

It’s my pleasure. But let me get my swimming trunks first.
Cool! See you here 10 minutes later. Is that okay for you?
No problem.

Conversation 3

A:
B:
A:

B:
A:

What a pleasant surprise running into you! What’s new?

Nothing special. What are you up to these days?

I've been running around like crazy. Thank goodness! It’s coming to an
end now.

How about we get some coffee?

Great! Let’s talk over coffee.

Conversation 4

A:
B:
A:

Hey, Jim. How’s it going?

Oh, hi, Nancy. Can’t complain. How’re you doing? Long time no see.
Yeah, it has been a long time. Unfortunately, I'm in kind of rush right
now. '

So am I. Catch you some other time, huh?

Yeah. Let’s get together sometime. Take it easy.

You too.

2-taking

1. Nice seeing you!
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. Please take care!

. See you around. / See you soon.

. Keep / Stay in touch!

. Have a nice journey!

. I’ve got to go now.

. I must be off now.

. Look forward to meeting you again!
. Let’s make it another time!

10. Thank you for visiting!
11. Nighty-night !

Conversation 1

Trw>wp

I’ve got to run now.

Why are you in such a hurry?

My girlfriend is waiting for me to pick her up to dinner.
If you say so. Hope to see you again|

You too. Nice meeting you! Bye for now!

Bye.

Conversation 2

PR

It’s half past nine now. I think I’d better be leaving.

Can’t you stay a little longer? I had really wanted to talk more with you.
I want to do that, too. But I have to get up early tomorrow.

Well, let’s make it another time then.

I had a good time tonight. It’s nice talking to you!

Thank you for visiting. Drop in again when you have time. Good night!
Nighty-night|

Conversation 3

A:
B:

>

Thank you for coming to see me off.
Don’t mention it. I am so sad that you are leaving. I am really going to
miss you.

I’ll miss you, too. Let’s keep in touch. I'll email you every week, okay?

: Let’s make phone calls too, because I’d also like to hear your voice once or

twice a month.

: You bet.
: The plane is about to take off now. Go getting on board and take care!

- 10 -
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Good bye, my friend.

uction

Allow me to introduce myself: Helen, an English teacher.

2. First let me introduce myself: My name is David Smith, Chairman of the

b T U

10.

11
12
13

club.

I don’t believe we’ve met. I’m Steve.

May I introduce myself? My name is John.

By the way, do you know each other? John Brown, Mary Smith.

Have you met John Brown?

I want you to meet Mr. John Smith.

I'd like you to meet Mr. Brown.

It’s with great pleasure that I introduce Mr. Brown to you.
I’ve heard so much about you.

. I'm very glad to have the opportunity to meet you.

. It’s a pleasure to meet you.

. It’s a privilege to know you.

Conversation 1

A:

o

Now, everybody, may I have your attention please? Good evening, ladies
and gentlemen. First, allow me to introduce myself: I am Allen, your
English teacher.

: And let me introduce myself: I am your director, John Smith.
: It’s a privilege for us to have our teacher and director here with us. Now, I

declare the welcome party begins.

Conversation 2

A:
B:
A:

Hey. It looks like Ann is sitting there alone. Do you know her?

No, I'm afraid I don’t.

In that case, let me introduce you to each other. I think you’ll like each
other.

(They go to where Ann is sitting. )

A:

C:
A:

Excuse me, Ann. Edwin says that he hasn’t met you. I’d like to introduce
you.

Oh, that’s a good idea.

Edwin, this is Ann. She is a friend of mine from college. This is Edwin,
my classmate in high school.

« TL »



