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advertisement -~ 4
advertise # ) &

opening & AL, M4
inferview (1 .M #¥ ) Hik
to set up F##4T, K%
vacant 2= &k #y

quadlification % 4

fee % A

demand E sk

prerequisite ok & %15, Lo &4, 3T
requirement % 3k
advantageous 1 4
minimum % />

true F £y

fill 35

registration %32, it %

suit & 4, 4

display k%], & %

display board 38 T4 B A & &
check ## , %xt, B &
guarantee & if

authorize 3 %

steep & &

€ Job-hunting Advertisement

1.Do you think the recruitment advertisements are
true in this newspaper ? RIANIX FREB

WS R

2. That’s true. REH,

3. Bachelor or above degree with major in Computer
Science or equivalent. i’f‘ﬁﬂﬂ'%ﬁ*ﬁ%?ﬂkfg

A, 8L B2,

4. Completed education (PHD/master/bachelor de-
gree )at a university ,college or technical college
in Electrical Engineering or Electronics. T2k .

FRESREAR B R R (fnid L/

tighten mE

charge % % , 2 &, 4
recommend # # , N4

official iE X #y, E B, ¥ H& %k ty
give out X 47

web K #%

website # 3

enrollment &3z, M, &R b2 A
database ¥ 4 &

internet & Ff 2B W, & 4

fo go job-hunting F & T #
generally speaking — A 3 i

job seekers R R # ,# K T A
application materials ¥ 3 -, 57 B2 4
safe &4

available 7 1% 2| 8, T A &
operation # 4, & 4

switchboard 7 # &

proficiency #5 & , # %

diploma X &,/ X

ID card & i

vocational 3R b #

XTRE &

TR MR TR FEE
L
5.MBA or equivalent. &M} R 2205,
6. Requires minimum two years experience in busi-
ness administration/accounting/finance. & kZE
DR 2 A TRE S/ WA/ & R T 9 Tk
zZ8,

7.Have more than three years experience in applica-

tion development system integration or IT service.
PHRA 3 HFLENARE . RERA R R
BARME S5 T E M T2,




8. Preferable background as an English teacher ,an
English editor or educational software designer. F.
B RERIN SRR B EF RO RE
sk,
9. English wordprocessor capability is preferable.
WE AL BERR S SR
10. Must be able to handle all international commu-
nications in English. W55 HEFH 9 LA BT AT Y
E bR,
11. Immediate availability is preferable. fE>7.B) BT
HikS.
12. Ability to work on the night shift is a distinct ad-
vantage. HE b BRBEE LA B,
13. Under 30 years old. 4E#TE30 % LIF,
14. Beijing citizen. MAAFILT PO,
15. CPA (Certified Public Account ) is preferred. i
Wit
16. Ability to ‘mesh ” both Chinese culture and GE
requirements. LA o E 3046 H 5 IFREE B £
30 A 288 F I BER
17. Willing to have frequent travel. [REZH HE.,
18. Be able to contribute and advise on issues related
to hiring and recruiting in Shanghai city. BEXTTE
TR R TSR E
BOHE TT#k
19. Female aged under 25 Guangzhou citizen. 25 %
PITF 2, MR,
20. We should place an ad in the paper. A 1N 1E
R LTI &,
21. Have you thought about placing an ad online ?
PR B AN | PIE R g
22.] saw the notice in your window ,and came right
in. BEWEE EWWHET &, BTtk
Ta
23.In reply to your advertisement in China Daily of
May 16 for a clerk I offer myself for the post. &
T 516 HHEARECFEB#H#) LH
B RERE  FRNAE
24.Can you give me any information about the job
advertised in today’s morning post 7 HRAE& IR
BB S MR EG?
25.I'm reading an advertizement in People’s Daily.
RIEEECAR R LM 5,
26. Lianfu Company. May I help you 7 X B REE
o), TR R
27.Hello this is Auchan supermarket. W& ,iX B2 KK

T
28. Keith Trade House. Can I help you ? X B &3
BRAGF. BABRSE
29. Please get me through to Personnel Department.
HIRGREBEANFR,
30.Is it still vacant 7 XA A E?
31. Do you still have that vacancy ? HRiI1IEHA =5 Bk
LS
32.I'm asking about your advertisement for a cashier
in today’s newspaper. FABW MARNIES KK
WA LR AR o
33. Hello I'm calling in answer to your advertisement
in yesterday’s “Yangcheng Evening News "for an
English telephone operator. #R3F, & T H1 3% 3k
RARRIBARITHERLE £ IR ™ L8 &
R IIEES R—BL
34.'m sorry. The job is taken. Xt AE, XM EH
AT,
35. Yes ,but do you have any experience as a shop
assistant 7 BAZ R, E A BE S R KL
K7
36. Can I have your name and phone number ? W] ),
HVRRARA 2 FIHE 35 Sh5 7
37.I'll make an appointment for an interview for
you. BAARLE A~ AT E] o
38. Would you like to come here for an interview ?
PRI R RS ?
39. Can you come tomorrow morning 7 ¥ K b 4R
BESR ARG
40. We'll look forward to seeing you then. FAIHHEE
HEIR o
41.Can you make it Thursday morning ? JE U0 4
1T
42 Do you still have openings for the typist ? /%
B HITF RS R ?
43. I'm enquiring about your advertisement for a
driver in yesterday’s China Daily. I ¥] Hi% 48
WEIERCHE B R) BT SRR R 5
—H

44.7d like to come in and apply for the job of the
bank clerk. Can yoiz help you 7 FRAE S H HHE
THR o —fr , RBEFS B R e 7
45. Do you still have positions available ? /4y @ik
A Al FIF R 7
46. Do you think you have a good command of Eng-
lish for telephone operation 7 YRIN FRKE 15




F5 BEG 7

&4+ Job-hunting on the \ntermet [ _FRER
1. Michael can you tell me how to apply for a job on
the Internet 7 JETE/R , B AFEWM SRR ?
2. Just give out an application. k%5 — 1 REB{EEE
T7.
3. Which websites offer this service 7 fE45FF 4L
P i R AL T I R 45y 7
4.Such as Sina 21 Century Talent Net and so on. 1§
iR 21 L AT MEEE .
'5.Is that safe 7 T4 7?
6. Of course ,if you log on some standard websites.
IR R — B E ML, YR,
7. Could you please tell me how I can go job-hunting
in the web 7 THEHEULERE L AT RI?
8. Generally speaking job seekers can enter the web-

sites either of job agencies or of some units for job
advertisements. — MR, SRERZE W] LAk A BRL
PG P B R B R AR 5 B U
9. How should I contact them ? E¥E S5 f{T18E &
We?
10. You can e-mail your application materials for ap-

plication to the websites of job agencies for en-
rollment in their database. W] L) F e, F MRtk 45

BT P 3t 23 R EE AL, DU AR BRSO P
11. Can I get a quick reply from the sites ? fRHER

& Headhunter RV R4
1. What's this form for 7 X KRR 4 7
2.This is for registration. After you have given us
your personal details we’'ll match these against new
Jobs as they come in. And we’ll contact you when
there is a job that suits you. ' FAXRBICH, KL
PREA NFORHATATT, AR X B 1 10 TR i
FMFHLERET . —HESHRNT
ERN T SREER
3. Do yo think turning to a headhunter is a good way
to find a job 7 YA Kl AA N B4R TAER—
I EEG?
4. Not too bad [I've just found a job through it. A4k
o, BRIRUE R B A A FIRE T —0 THE,
5.Do you have any questions about the headhunter’s
fee 7 HRXTHRAY A48 BT B A B A+ 4 D R 7
6.At my rate of pay that’s a big chunk of change. %
TR A 91 20 1) B, 3 4 B FL X 3R 1 7K ke

| 47. Thank you for calling. HERYTHIHR

RETS 21 P 6 F) ST 43R 7

Yes usually it takes a short time but you have to

wait the choice of the units for a while. it 38 %
REREN ], X TSR0 M8, R
F—FEF,

We received a lot of responses from our Internet

ads. WATAMEIRBEEE REBIREE R,

. Why not have a try online ? }{+ 2 R7EM iR,
—F?

Have you tried hunting for a job on the Internet ?
PR 7 ELR ) 1 3% T ARG 7

Many units choose talents via the Internet. %
AP Bk A

Tjinfo. com is a large talent market. K3t A7 W]
P W

As for whether we need to confine our application

materials to one page pnline job-hunting has changed

the rules somewhat. T RZEIMIRATHIR BUAF
kPR — THT P9, 33— AP SRR B 10 00 A
S,

19. Job-hunting on the Internet becomes more and

more popular. B FSREREEFMHIAT
20.1 learned about it from the Internet. MM |
KA

12.

13.
14
15.
16.
17.

18.

U, BIER - R A
7. Do you think you can get a job for me ? HHERR
BA T AHEG?
8. Will you please fill out this form 7 EIE;X K%,
9. How long shall I wait 7 REZEZ R 7
10. Check the job boards at the job center regularly
and check the newspaper daily. %% 3 & B
NAFIB L, BRERK,
11. Great ! Then all we have to do is the paper
work. KT, IBERIMMABM T HEBEF
ERBT
12.1¢’s just the headhunter’s fee. That’s pretty steep
and I really can’t afford to pay it. FRRH R
TRFARBH, XERARE, REMNME
A,
13. Well for someone at your level we normally dont
cover that. I'm afraid it’s up to you. Wi, i Fi#4&




RXAKFERN, AFEEARRIATIXE R
Mo BARERE DS ERA.

14. If that’s all that's holding you back J’'m willing to
sign an agreement stating I have to reimburse
you for the fee if I quit within one year. F1HiX

RIFBRKNBUR, RIEBESAHRH, R

» 4+ Recommending o Job  MEFETE

1.1 take pleasure in recommending Mr. Liu Yun to

you a professor in English language of Nanjing U-
niversity. AR 16 HER B R K FE M IR H
BX =k,

2. ]t is a great pleasure to recommend Miss Li Ping ,
one of my most close colleagues for admission to
your company as a manager. BB MIEFR K —

i RER FFPNE, FARAGEEEZ
B

3.1 am greatly pleased to recommend to you a former
student of mine Mr. Lei YanLin ,as a designer in
your company. AR R F MR XK —

B RIEAR S L A EME BT — B,

4.] have always appreciated Miss Paley’s talent in

Conversation 1

A:How do you want to advertise the opening?

B.I've had good responses from the Beijing Times’
help-wanted ads.

A: All right. | suggest posting the ad Monday
through Friday.

B.OK. Monday is the big day for job ads.

A:And job seekers will certainly check the paper o-
ver on Tuesday.

B:Let's post on the Internet, too. We'll get a better
response. I'll post the ads. | know some good
sites.

A:Such concern for the company, Craig! I'm im-
pressed.

Conversation 2

A:Taylor,can you tell me how to apply for a job on
the Infernet?

B.Just fill out an application.

A:Do | have to send an E-mail?

RE—ERBINER, REEEXEHRA.
15. There is one thing I need to clear up. 5 —{4%H
REFEE,
16.I'm sorry I have to tell you this ,but I'm not au-
thorized to pay them for you. TR¥A# BB & F
R, A IR BAR BRI AT X E R AL

studying language. Her academic records in all her

major subjects were exceptionally good when she

was at our college. B—EHBKE WM F]/ME 2>
EERRR, WIERBE¥E 0, FiE €L RS
RGBSR o

5. There is little doubt that Mr. Han is abundantly
prepared for the position he is applying for. I sus-
tain his application without reservation. 1} &

B, HRE C R E R BRI T R K
W, REILO MR,

6.7 should appreciate it very much if you would con-
sider Mr. Wen’s application for entering your com-
pany. JNFARATTHE BICHEA IIA B2\ B i H 3,

EAAMRBHZZ,

AT EEREIANBRMAH &2

B: UM KM A(E LB LA ZBE) &, K
BA 4,

AfEey, RERES ENEH KB EHE,

B:3f B —RABRBH, £ HELEFM,
A:RBRE-R2ER_HBERKN.

B:oEAE) £ R AR LE, XBRNTUAZ
EFWERN, REAE, Rl — LT HK
ﬁéo

A ARSAFM, EEHR! FREREARRHE,

ARE REEFEERERLRBR?

B: XA — M RBEFRATT %o
A: i E-mail £ %37




o

B:You are expected to know the E-mail address of
the unit.

A:But | still dont know which unit is in need of
staff.

{B:Send out an application through Job-wanted on

the website.
A.Can any unit see my information?
B:lt's a two-way choice. And your application will
be read.
A :Which websites offer this service?
B.Sina,21st Century Talent Net,and a few others.
A:Thank you.

Conversation 3

A Hello. May | help you?

B:Yes,please. I've been here for nearly two months,
but | still haven't found a job. Do you think you can
find one for me?

A:Don't worry ,we'll fry to heip you. Will you please
fill out this form?

B:What's this form for?

A:This is for registration. After you -have given us
your personal details, we'll match these against
new jobs as they come in. And we'll contact you
when there is a job that suits you.

B:That's great. But how long do | have to wait?

A Maybe several weeks, maybe several months.
Its hard o tell.

B:Oh,dear. How can | wait for such a long time?
A:Actually, many jobs are filled by people who se-
lect vacancies from the display boards there.

B:Then,what do you think | should do?

A:My advice is to keep looking for jobs yourself.
Check the job boards at the job center regularly
and check the newspapers daily. if you have
friends or relatives here, ask them for help , too.

B:| see. Thank you very much for your advice. Bye.

A:Keep in touch.

Conversation 4

A:Are you here for the position advertised in China
Daily?

B:Yes,| am. Y'm very inferested in that advertise-
ment about hiring a computer program desig-
ner,and hope to know a little more about it.

A:What kind of information would you like?

B: AR o A Ao 8 A B ALY o T AR AL
AT REFR mERNMENFER L,
B:ARRALAE PIsk By R M R A KA B,

A:RABMREERRNEED?
B:Rm&E&#EH, FHRRELHAAFE W,

AR R R 3 R BEX TR S
B:# R 21 2 AL W, EA R — LW 3k,
A:ﬁ%%o

AR A B
B: W, HELERTAANMAT , ERPRARE
I, WEENRE—HITHED?

ATER, RNTURAH R, AREAZEKR
57

B: X Rk ZMA 4 AW

ARREBEIEW. REAHMATHE LR, K
e LR KB W H BT E# T
B —HEANRHTERINE S KK R,

B: M., REXS K7
A LA U A RER

B:RUF! REAHFR 4 KuHH?
A:KIR L, & LM S EHRBEANLT,

B:AB 4, A A BB AR ?

ARAARERECH ERAF. 2HEEERL
NEBFWBIR, BREERK. wEEEM
REEREXE 4T ENH L,

B:&HWHT, FMEHEN, BL,

AZ#H*%O

AR NCTE B R BB 4Tk 8yE?

Bty R BT HALARF Ry &34 8
BREETH— K.

AGRTRARLAR?




B:Well, first | would like to know if this position is
still available.

A.Yes,it's still open.

B.Terrific! Then how should i apply for 2

A.0Oh, we need your resume, health report, three
photographs and several letters of recommenda-
tion. Would you please send them to us by next
Wednesday?

B.Thank you very much. Bye-bye.

A.Bye-bye.

Conversation 5

A.| feel very positive about this meeting.

B:So do . It feels right.

A:So,are there any questions?

B:Well, there is one more point | want to be sure
we get cleared up.

A:What's that?

B:About the headhunter’s fee. At my salary that's a
big chunk of change.

A.Of course,we can cover that for you.

B:Can we add that to the written benefits package
we just negotiated, just so there’s no misunder-
standing?

A:No problem.

B:Great! Then all we have to do is the paperwork.

Conversation 6

A:Hi,Tony. Haven't seen you for a long time. How
have you been?

B.OK, I've been looking for a job for days, and |
haven't found one yet. It's so hard finding work
these days. Have you had any luck?

A.Yes,I've got a job,a waiters job in a restaurant.

B Are you well paid?

A:Well, $ 10 per hour,but | can keep the tips. That
comes to roughly $ 80 every evening.

B .Not bad.

A:Actudlly, there’s still another opening. If you are
interested, you'll surely get it.

B:That's great! Il go there right now and speak
with the boss.

A:There’s no rush. You can see him tomorrow. I've
told him about you. He promised to give you the
job.

N

B: o AREIEANNRMLEASEHD?

A EB ZINMNBRUEAEE,

B:AFT! HaBbmEowigR?

AR BNEERNAT FRRERI KR
LHBEE  FETHAZZMNELRAT,

B: Ak ¥ Bt B Lo
A:ﬁ'mo

AR AR 2 ER R
B: &2, XA RMA

A EA 4G ?
B:REA-HEFERFEE,

A:fra &7

B:XTRIFNENFE, ZLEFANRBFA
EREBRA-—BLWEA

AR B, ZNATTUIMNXEHR,

B 7 A W LLAE X K An 3 AT R R 38T B9 6 B A
FEP? AHFLERETERES,

AR AL,
B:AS T, ZBHENAARNTIERFERE R
To

AR R, FKMEIGE KT, G847

B:ZH KELRTHNRIHRT, ERERR
B, XLEFARRIITH, RWERE 4H?

AT, RA-RITHE,ZE-FEEHRS A,

B £ 18 #7457

AR, HEA 10 2T, ERERENET T, 5%
ABEEE A 80 £ 7T,

B: T4%,

AES AN, wREREE, REER
/BB ITH,

B: A ARHF T ! RIAR £ RERBKE

AT, ARRELE G, RELBMRR
iRe BN BERXR TH,

~J




B.:That was nice of you,Susan. Thanks a lot. B:RAET, %M. £#7T,

A:Think nothing of it, Tony. I'm sure you'd do the | A:ix & ft 4 , %R, REFRLA Y BBERKE,
same for me.

B Could you tell me a bit more about the work | B: Rt R B H H A M LW THD? B EE L,

there? | mean, those dos and donts. | am a
green hand,you know.

A.First of all,you must be punctual. You should be

there before 6 p. m. so that you will have half an
hour for preparation changing clothes and things
like that. Then, remember you should smile. Smile
fo your customers all the time. Never pull a long
face even if you feel awful that day. Anything else?
Oh,yes. Never argue with your boss. Lean to say
“Yes,sir.’

B Be a yes-man,you mean?

A:You may put it that way if you like. Don’t worry.
You'll have no problem.

B:l hope not.

Conversation 7

A:Oh, Mia, Il be graduating from college soon,
but | haven't found a job yet.

B: Dear Bill, you can try posting your job seeking in-
formation online.

A:Good idea! But | don't know how to set up and
send an online resume.

B:Be patient, Il offer you seven steps to successful
online resume writing :
I . Set your page width to 60 characters.
Il. If you have used bullets, replace them with

hyphens.

Il. Take out all tabs, and use your spacebar in-
stead.

V. Delete any long leaders like“. .. ”. Use short
lines.

V. If you have written your resume using word-
processing software like Word or Word Per-
fect, save an additional version in text for-
mat.

V1. Edit the text to make sure that it is text-only at
this point.

VI Cut and paste the text onto an e-mail page
and send it to the website of the job agency.

A:lt sounds very easy.

MLFEER, il , KRN F

CHAE, RS R RE AT F 6 K 2B 2

KL XA A DB RS E—
RBEXRDWE, LA, EERERKE. o
WA BE B K, B SRR I T
RUKER, THMFLAR? £, 4T, FESK
WERFR. ¥R B, 4.7

R EERRM— R EFENA,
WRRBEETUX 2 H. FHES, KT H

5] AR e o

RFEEF W,

SRR, REAFEL T, TERRETH,

EEHUR B TURRKERBELRAE R

_to

HER! ERKT mEWARERMLERA LA

AR

R KT UERERASEREANAARST

WTANFR:

[ #BEERERERHN 60 ANEHE,

I wREHTREZAS LENBREFH,

M. AT, A E B &R,

V. BB A EEE ™ "e AE%,

V. R1F & A Word = Word Perfect ix # 4
FREGUEHRETG  MLE U XRB
ARFE—0.

VI %8 X, RIE 2 XEABR,

VI BXAXHH AR a e Fi4TE L,
REREBAT T W3,

ATTRARE S

B:Yes, it isn't difficult. Happy hunting! B. 28y, A, AR IR A
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Conversation 8

A:Look. Here's a job that might interest you.

B:What is it? Are you sure? The last job inferview
you sent me off to was a disaster.

A:Well, look. It says they want a sales manager,
and it looks like it is a big international compa-
ny. That would be good. You might get to fravel.

B:What kind of company is it, though?

A:Um let's see. Yes,if's a textile company that seems
to import from abroad. That's odd,isn't it?

B:What else?. . . They say the salary is really good.

A:They operate a system of paying you a basic sal-
ary and then offering sales commission on top of
that. They say it is high. And oh look! They give
a car to travel round in. Gosh! That's not bad,is
it?

B:Um,do they say anything about experience?

A:.Um, lef's see. -No, they want someone young
with ambition and enthusiasm. Oh, yes, they want
graduates, so that's OK, you've been to universi-
ty. Now what else? Let's see.

B:There must be some gins.

A:No ,the only thing is you have to travel ,but that's
why the company car's for. Oh, and you have to
be able to get on well with other people because
it says you have to be good at a feam.

B.Um, perhaps Il have a closer look at that one.

Conversation 9

A:! called about that ad we saw in the paper.

B:For the bank manager?

A.That's the one.

B .What happened?

A:You were right, it was from a headhunter. He
wouldn't tell me anything without a signed con-
tract.

B:Well,no surprise there.

A:No! Not at all. But | did find out they have more
than one position with different clients, so at
least one would probably work out.

B:Great, so are you going to sign a contract with
them?

A:I'm going there tomorrow.

B:Great! Good luck.
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A:And | think I'll look in on a few other Employment
Agencies while 'm downfown, to see what they
have.

B:Good idea. The more people you ask, the better
your chances are.

Conversation 10

A; I've been at this for two weeks now and
nothing’s turned up.

B:You're right. | think it's time to seek professional
help.

A:What do you mean?

B.1 know you don’t want to pay for a job, but | think
i's time we consulted a headhunter.

A.You're right,| don’t want to pay,but | dont want
fo live without pay.

B:Ha,ha,ha! | agree. That's not much fun.

A:Do you have anyone in mind?

B:Actually | do.

A:Who?

B.Cooke & Co. does a lot of placements in your
field.

A.Ya,they do. Anyone else come to mind?

B.Not af the moment,but I'll let you know.
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The language used in English recruitment advertising is different from that of stories, prose , poems and so

on. Simple grammatical structure, short sentences and richly suggestive and descriptive words are abundant.
Many abbreviations and sentences with elliptical construction are used for the sake of space and economy. In
English recruitment advertisements, each word is crucial. If one word is misunderstood, the sentence may not he
comprehended correctly,you may lose the chance of an interview or employment. Therefore, it is necessary for
the applicants to understand each word of the English recruitment advertisements.

The online job-hunting is only a few years old just like an infant to find its way. In 1994 it barely existed.
Now households owning computers are doubling year by year and people who are using Internet are tripling in
terms of number. The online job search has exploded and become the most heavily used tool in finding jobs in
the new century. The Internet can offer an astounding variety of job resources that enable job seekers to find cur-
rent job vacancies where they live as well as thousands of miles from home.
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