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Lesson 1 Getting Information XEER
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responsibility [ ris;ponsa'biliti | T

experience [ iks'piarions | % 1

ability [ o'biliti] # 7

qualification [ kwolifi'keifon | %44

degree [ di'gri:] 1L

communicate [ ke'mjuznikeit | 32

resume [ rezjumei| i Jf

position [ pa'zifon ] FR1L

benefit [ 'benifit | & |

full time % 81

part time 33}

certificate [ so'tifikit | if

professional [ pra'fefanl] HR Mk &y

incumbent [ in'kambont | 7£ BR 3

assist [ o'sist ] B

minimum [ minimom | & & IR /&
4]

integrity [ in'tegriti] & 5C

Useful Words and Expressions

bhiEEDE i
confidentiality [ konfidenfi'liti |
I
maintain [ mein'tein] %
screen [ skri:n | #&#&
mature [ mo'tjus] Ak #
implementation
[ implimen'teifon ] #4T
promptly [ promptli ] 3% 3
new hire # 7 T
assign [ o'sain| #F Ik .
confidential [ konfi'denfol ] # % |
" |
payroll [ 'peiroul ]| T % %
accomplishment
[ a'komplifmont | 5 A,
bid [bid] A%
indicate [ indikeit ] % A
transcribe [ tren'skraib | # 5
financial [ fai'nenfal | 4 &k &
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Samples of Job Advertisement

Sampile 1

Secretary to General Manager
Location: Beijing
Responsibilities ;

Reporting to the general manager

The incumbent will assist with day-to-day administration. This will include

secretarial support, coordinating travel and meeting arrangements, prepar-
ing reports and documents
! Requirements ;

- University education with minimum 5 years relevant experience
- Proficiency in MS Office applications

- Excellent command of written and spoken English & Chinese

- Good interpersonal and communication skills

= Must demonstrate absolute integrity and confidentiality

— Service-oriented, team player, good social skills and hardworking

Preparations for a Job Interview 3
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Sample 2

Assistant to General Manager

Responsibilities ;

— Provide administrative support to the company in daily activities

- Maintain schedules, appointments, files and records

- Screen and answer mails and correspondence

— Prepare a variety of documents and presentations and reports

Qualifications ;

— University graduate or above

- Minimum three years’ working experience in a foreign company secretary/
assistant to top management

— Fluent in written and oral English, preferably with experience in translation
work

- Excellent computer skill in using Microsoft Office ( English version)

— Must be able to work under pressure and independently, customer service
oriented with team spirit, strong ownership, mature, good communication
skill, hard-working
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Sample 3

HR Assistant ( Beijing)
Responsibilities .
- Ensure a consistent implementation of the HR policy of the company
- Provide general support to human resource department promptly and efficiently
- Prepare monthly reports and staff social insurance arrangement
+ Implement HR process with new hires, employee’s status change,
employee leaving
- Implement annual and quarter performance appraisal process, and bonus
calculation
- Any other tasks when assigned by the department head
Requirements ;
- College graduate or above, major in Human Resources or related field
preferred
- At least two years’ experience in HR function
- Enjoys communicating with various levels of people
- Good in both spoken and written Mandarin and English
- Familiar with MS - office system

Preparations for a Job Interview
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Sample 4

HR-Administrator Specialist
Requirements
Bachelor’ s degree in law preferred -
HR experience ideally in a multinational company
Excellent English language skills
Ability to maintain confidential matters
Good negotiator
. Stable
Essential Duties & Responsibilities :

ST Ll

1. HR function, including recruitment, social insurance, payroll etc.
2. General administrative duties and answering company hotlines

3. Translation

Please send the English CV directly to the following e-mail address:
job@123. com
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j Sample 5

i Sales Assistant

| Duties of the post:

| % To coordinate with the department about the carryout of the annual plan
) and budget

| % To collect, arrange, analyze the information of competitors and customers,
‘ and report it

+ To receive the customers’ visit; to coordinate with the accomplishment of
% the bid document; to do the work that is related to the sales activities

| % To provide the files information and related document

* To coordinate with the webmaster and provide information for the Internet
{ Requirements for the post:

* Education: bachelor degree

% Employment experience: familiar with mining industry

x Skills; familiar with the professional knowledge and document management

% General knowledge of training, marketing and planning
E-mail ; job@ 123. com %
Please indicate the position you are applying for.

Please send your resume only in plain text.
DO NOT attach any files.

Preparations for a Job Interview 7
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Sample 6

Internship, Publication Development Assistant

Job description

* Help build the Company’s fast growing China operation by assisting research
and business development staff with day-to-day activities and projects

# Prepare Chinese translation of English documents that will feature in the
Company’s Chinese language magazine, research publications, and busi-
ness development materials, or English translations of Chinese documents.

* Transcribe Chinese documents and meeting/interview sound recordings in-
to English

* Transcribe English meeting and interview sound recordings as requested

x Coordinate interview , meeting and event arrangements, and assist with in-
terpreting

Qualifications

1. University degree in English, banking and finance, or related degree

2. Native Chinese fluency and excellent oral and written English

3. Knowledge of banking and financial terms preferred, but not essential—

8

training will be provided as needed
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4. Strong attention to detail

5. Teamwork oriented

6. Interested in developing a career with an industry leading company that is
committed to building its China profile

Starting Time:

As soon as possible

Location:

Beijing, near the China World Trade Center (Guo Mao Zhong Xin)

- If you meet the above criteria and are ready for a rewarding and professional

experience, we encourage you to e-mail your resume in English to job@
123. com

Thank you for your interest and for more information on our company, please
visit us at www. abc. com
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' Warming up

O LIS AR DT —RERT URDRAERS B O, R AR UL IR AE
ERER A R MME
w%%m*mmaxgﬁﬁﬁwa%m H(Jm'ﬁ’o

e

applicant [ 'aplikont | sk R
application [ zpli'keifon] ® iF
conference [ 'konforons | 23 ; 23
document [ 'dokjument | X 1,
iE ¥R
fair[ 'feo | WE# Y,
first of all & %
post| poust ] BRfr; T4k
reasonably [ 'rizzonobli | 4-1F A-HEH,
word processing X F 4 #
appeal [o'pizl] %5 4

" a W

Useful Words and Expressmns

WHIBIEER is |
attract [o'trackt] 5|+ B %
available [ o'veilabl | A 2
diligence [ 'dilidzons | ¥} %
essential [i'senfal] E %

fame [ feim] & #

implement [ 'implimant | /& 4T
practice [ 'praktis | > 1fi; 1 #
relation [ ri'leifon] % %
release [ri'liis] & 7

section [ 'sekfon] 4b; #
takeover [ 'teikjauva] WK

Knowledge Link
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Samples of Cover Letter

Sample 1

Dear Mr. Williams

I am applying for the position of accountant in your Accounting Division an-
nounced in your bulletin. I've just passed the CPA exams and received the

Bachelor of Science degree in accountancy from Nanchang University.

My courses in the accountancy curriculum have given me not only the neces-

sary theoretical background but also extensive practical experience. The cour-

| ses of Speech Communication and Business Writing have taught me how to

communicate with various business audiences.

My two years of experience working for the MN company have also given me
opportunities to make decisions and take responsibilities.

The enclosed resume summarizes my qualifications. | would like to make an
appointment for an interview at any time convenient to you. | am looking for-
ward to contributing to the company with you.

Sincerely,

Wang Qin

oy R

RAFATNEERFRET 2 BHLRME, AABNE. RAE
HTEMETTER, HERBHEAFNRITFFLFM,

AL FEREHNET, RFAEEETLENE R R, THERE
TrEWERER, BEXAMBSFSHRERRBTSEMNBEHSATAR
BT,

RYEMN AT IRE, XBEHS T RBEERRPAETENT2.

WA EF NIRRT RO BT, FEGRAET B RLH
B W Ko AW B A A R — A A E O TR

HE
AL ;
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Dear Ms. Zhang

I am writing concerning the advertisement for logistics personnel in the China
Youth Daily 20 February 2008.

I am excited by the opportunities for career development in this field, and I
already have some experience with technical sales and marketing from my
vacation jobs.

In the summer of 2007 | worked as a temporary sales clerk for L) company.
While working there my duties included selling to overseas buyers, demon-
strating the equipment and matching new products with existing customers. |
was also responsible for maintaining after sales service, for which I set up and
systematized a customer inquiry database to assist in providing a more targeted
after-sale service.

| also worked as a stock control clerk for FS company. My job there was to
assist in the management of goods supply. | established good relations with
new and existing suppliers and was able to keep the store continuously well
stocked in spite of the unpredictable peaks and troughs in demand.

I would be interested in talking with you further about what opportunities you
have.

I look forward to hearing from you.
Sincerely yours,
Wang Dong

HxkLt:

#2008 4£2A20H (FEFFEHR) REFAAEBHRAR, FRE K
L

REFHARANSERTELK, KRBT IR OAERRE L FEH
FEHRRT —HERK,

2007 £ H, RYE LU ATREEHERR, RACEABTHES & UK
HRAAEP AR EECWF 0. WAERTERTRNEERSE, K
AR T E AR E, L REMURGBE LA X E B RS

REYEFSAAEEIEFBRR, RAI BB~ RovftedE, K
AGHESEEHRIT REXR, RUETRRNBENPELNFELLER
B YW ERAR,
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