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Unit (1) MRS

Grooming

XER

You only get one chance to make a first impression, so regardless of what
the interviewer says on the phone,if you're asked to come in to fill out the pa-
perwork to go with your résumé, show up as if you're there for the interview.

Make sure everything you have on is conservative. That means neat
shoes, polished if it's at all possible. If they’re running shoes, make sure they're
low key and conservative ,and wear dark socks, no loud colors. Make sure your
pants are neatly pressed and your shirt is clean.

If you're a woman,the same rules apply to you. If you like to wear make-
up, that's fine but be sure you don’t use too much. Lipstick is good, and so is
light eye makeup, just be sure it's well applied and looks conservative. Regard-
less of how fashionable it might be ,do not use loud colors. There'll be plenty of
time for that after you get the job.
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broadcast [ 'bro:dkazst] J” #% ; % &
conservative [ kan’sa:vativ] f& 5F £
decorate [ 'dekareit] {4 11 ; % 4
formal [ 'formal] iE R

graceful [ "greisfl] 1£ % #y

hem [ hem] & fit 1 %

impression [ im'prefan] Fl %
impressive [ im'presiv] F £ % Z| t
jewelry [ 'dzuzalri] ¥ % & 1

1. What shall | wear tomorrow?
The trousers with that white belt will

look nice on you.

2. Should | buy a decent hand-

bag?

Yes. Handbags are necessary for la-

dies.

3. How do you like this skirt?

It’s pretty good but it is not for an in-

terview.

4. How do | look?
Perfect! It is suitable for work.

5. Don’t you think this skirt is too

plain?

This is the most suitable clothing for

an interview.

neat [ nirt] & 5 4

overall [ "auvara:l] % & #y

panty hose ( % A ) i # #
profile [ 'proufail] # %

resident [ 'rezidont] E K ;3L F #
tie [ tai] 47 47

tomboy [ "tomboi] & /N F

trendy [ ‘trendi] i % #y

warn [ woin] % 4

I5 8 T5 %5

Q@ BBPERFHAR?
@ R RERTERAELE G EH L
AR KRR,

@ BRI EHMTRED?
@ ey, FRORKELRTY

@ REBXEBFELRE?
@ AR, Rt RiES @K,

@ RERKRELR?
@ KZLET! RESLHT,

Q@ GAREBXEBFAETE?
@ X2 A @R RIES TR



6. How do | look with this neck-

lace?

You look quite attractive with it.

.Then what kind of clothes
should | wear?

A set of skirt is better. This can show
your slim figure. Please pay attention
to the color. Light color is better and
don’t wear red skirt. And you’d better

wear a pair of beautiful shoes.

.Should | wear make-up?
Yes, a light make-up is necessary. But

don’t wear too much.

. What seems to be the most
important factor in job hun-
ting?

It’s appearance, I think. Actually ap-
pearance often seems to be the only

thing that counts in job hunting.

(,I rooming IREXB

Q@ REXEMEE LEEARK?
@ rEARRELERABS,

@ BEZFHARBRRE?

@ FEABLEF, ZHTALF
BIEH K EH, HEERE
Wik, RGBT AE, — &
REFLEH, I, R REF
Ffie b —SUR T A9 R,

@ HFZW KD
@ 24, AR RERLE,
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@ ERPERFHLEREEN
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@ xR2N A, FHEE AELR
gRY, S AEE ARk
méﬁa%f}
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)+ Dressing FH
1.1 don’t think it matches your shirt in color. X3S T FRAIFT LRI B EAEL

2. The dark jeans with that belt display your slender figure.
TR A AP PR EC AR AR R R AR B R 0 B b1

3. This coat is pretty but it makes you Iike a child on that occasion.

EXASVERG , AL ERM G & EREEFERRBR /N L.
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4. Shirts can go well with formal occasions. 1IEXEEEHIFH o

5.0I'm not used to dressing like this. F&EA R TBXFE

6. Wear shoes that match the color of your outfit. Black is usually the best.
BEF R AR IRZEAEAR , — MR = R BBROE o

7. Your clothing should also be conservative, a skirt or dress is best.
PRI ZE 3 AR SF— A, PR PR B 0 o

8. A business suit would be best, but whatever makes you feel comfortable is good.
PO ER SR BAFESRE, A, Fr A o0 R LR IERE] B 78 i) RSB HR 2 7T
LAEY

€+ Appeoronce HpFR

1. We should start paying attention to our appearance in order to give a good first
impression to others when we have an interview. BABAE T BT 44 N1y 56—

R, BATREZERINERT .

2. Make sure your hair is properly groomed. Wik & FIEEEST,

3. Don’t wear a lot of jewelry or large pieces of jewelry.
VIL VAR PN 87 S5

4. Don’t wear a lot of perfume. A~ EWEH S & A FEF K,

5. Don’t wear heavy makeup. ANEHLHIIEK

6. Don’t have extremely long fingernails. AEAEFSH HE KK,

PSSR S

A: What would you think if | part my hair on the side?
B: A little to the left is OK. You should choose a tie to go with your suit.

A: | fear | would tense up during the interview.

B: Come on. Just do your best to sell yourself.

A: What about giving me a practice test?

B: All right. Now straighten your posture.

A: Shoot! | cannot be a graceful lady. | don't want to stop being a tomboy.

B: Gosh! | should warn you to watch what you say.
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cRIEX P AE AR

RER KRBT REZRFAAFRER.

CRAR T E K R 2 B K

A, RABHBTHET -

B EAN RN D7

e, e E,

R BRRERBF T L, RERELELNMEADF
R BT ERAERE

A
B:
A
B:
A:
B:
A
B:

A: | want to buy a set of suit and a tie for a job interview tomorrow.

B: Congratulations. And have you chosen them?

A: Can you give me some suggestions?

B: Of course. Generally, in formal situation, boys always wear black suit or dark
blue suit, and also a white shirt.

A: I'd prefer to the black one. And what kind of tie is suitable?

B: If's easy to choose. And what color do you like?

A: | like red very much.

B: Oh, no. Red color is not fit for interview because it indicates powerful. How a-
bout a lighter color one?

A: Okay, it's up to you. | have no idea about it.

B: Well, Il choose this light blue for you.

A: That's perfect. Thank you.

B: You are welcome.

A RBX—FEEBRf—£9H A RS wAXEE R

B: #LH R0 ARHELT T 57

A free e &k — R HENG?

B: URATL, —BREERFA T, FLNFRECAFRLEECNTE FAYR
— B e K,

ABUBREREREN, BAAFERNKHAFLREER?

B: XRGFHHE, RERMFLHEH?



ARRERILEHN,
B: o , FAT, LW ELH AR, EHEREN AR, A—RBAEHW

2
Ast, — MRk, RAEE—-EBRAHRA,
B: A4, RA A KRB R AR EENE!
A KT ET,#R.
B: 7 H # .

A: Here, | just finished ironing your suit. Want me to hang it in the closet for
you?

: Hey! That looks great. Thanks a lot. Which shirt do you think | should wear?

: This one. It fits you perfectly, and it's conservative.

: | was thinking the red one.

: No, too flashy. This one is perfect for a job interview.

: Okay, | guess you're right. Il wear it.

: That's it.

: Do these shoes look okay?

: The shoes are fine. Wish you success!

® > WP @ P @ P ©®

: With you support | will.

AR CRRIRI RGO R, EHEEREED?
B:"E! ERAMRE,FWMT. "EBREZFBHHY?
Ak —f ¥ EAR MEERERRE,

B: RAF 6,

ATfT AL HET o X—HREATRXT

B: 4, AR E A Y, R F XM,

A TR T o

B: X R A& A7

A TR, FARK!

B: HRBY X3, KoM,

+ 6 .
. s 4



EALIY

Interview Etiquette

Etiquette plays a very important role in a job inferview. If the interviewer
gives you the chance to have the interview, it means you have the qualification
and capacity to fit the job. The purpose of the interview is to know more about
every aspects of the interviewee completely. It's a direct way for the interviewer
to communicate with the interviewee. For the interviewee, it is a stage for him to
show his kowledge, infelligence and capacity. Therefore, some basic quality
such as manner, style of conversation, and expression becomes more impor-
tant. If you nofice these aspects, it will help you a lot in a job interview.

> IANEEBRPDREFEE2NAE. DRBDESIRSNEREN]
=, IPRBHEREIMERE BEDGEXD TF. BnENMEB/NNES
B—TEZENITH. NEARERRIE—PSNBEERRXNON. N
[BE R, E2—TRRECR . EBNENNES. B, —LEXR
G, PIREELE 3Kit BEFEENPHEF/+HER. WRETTIXE
HE, MR BT R s,

s @ ilg/ %t

capacity [ ko'peesati] % # ; fE loyal [ "loial] &% &9

contact [ 'kontaekt] 2 i on one’s toes ¥ i1 /N

desirable [ di’zaiorabl] 4 & overstate [ 'ouva’steit] it F 5% i
eliminate [ i'limineit] % 4 prestfige [ pres'tizz] B f&5 s K2 ;£ A
falter [ 'fo:lta] 2 &, ; %t # profile [ 'proufail] # %

full-fledged % /& i % # qualification [ kwolifi'keifan] % 45 ; i
liberty [ 'libati] & & Hi8EA

longevity [ lon’dzeviti] &k A
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I5 /e T5%)

. Can you tell me some eti-
quette about the interview?

Of course.

2. What role does the etiquette
play in a job interview?
In my opinion, etiquette plays a very
important role in a job interview. For
the interviewee, it is a stage for him
to show his knowledge, intelligence
and capacity. Therefore, some basic
quality such as manner, style of con-
versation, and expression becomes
more important. If you notice these
aspects, it will help you a lot in a job

interview.

3. Are there any taboos in a job
inferview?
Yes. During a job interview, whether
manner or conversation, there are some
taboos to both the interviewer and the
interviewee such as sitting properly,
speaking aloud, way of shaking hands
will also help him a lot.

4. Is there anything else that |
should pay attention to in an
interview?

Yes. Don’t eat onions or garlic before

e 8
NS

@ RELEIFE—a LR
FHEHEEN?
@ % ?‘*‘ ."TVX o

@ RN R PR AR
HI{ERIE?

@ Ak AE G P R A
EFELHAE, sTEBH R
#,EKA—ANET A THiR,
FREAAGHESE, Bm,—%
H K T IR, Bl o0k ek A
SFERRFTAEA TS EE,
I RAEEE DX F @, IRAER
KA HF S KA,

@ miXhHHLERR?

@A, E@miKiEE T, LibEES
Ak et x5 @R E Ao 5 AR
B, Bl de EF G LE
khisiE BFFXEFHLTE
Bk R @ik AR —

@ EERPEEHARMBTES
T AG 7

@ #, FEANRELFE LR
HLEGE®, RAMGED P
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you come. If you do you’ll have bad 28 Fk,
breath.

¢ b )

)+ Higuette of do's HiXZ“E”

1. Be on time. HERT,

2. Look neat and well groomed. X% , IRAGHE I o

3. Be well prepared. HE TS

4. Be honest. 2L .

5. Listen carefully. i\ E{HT

6.Speak up. FEEHIE,

7.Smile now and then. &5,

8. You'd better overcome your nervousness. It is considered an indication that you

lack self-confidence. YREx4FFEMRFEKNEE , X RHRZ AfF ORI,
9. Offer your hand upon introduction and have a firm handshake. W, [} 3=z fi
F.EB,FAA.

10. Bring extra résumés, notepad, pen and so on. AN CEICA B,

11. Be sure to pronounce your interviewer’s name correctly. F#fiiH FX 4.

12. Feel free to ask for clarification before answering a question. [R5 Rij a] LAig K
EEB A,

13. Perseverance. "WSiE A,

14.Send a thank-you-letter as soon as possible to each interviewer. JRZEEEL F
EFE5EREE.

15. Express yourself clearly and with confidence, however, without conceit. FikiE
B ek 1 R 5

16. Display reserved confidence. Let the interviewer control the interview. A~%L8
ToReRE . iR EE R iR,

17. Volunteer information about your skills and experience that match the position.
F R SH AR R T BB

18.If you want the job, say so. WNFIGRXH THE, S FES,

19. You should reflect confidence by speaking in a low voice, loud enough to be

heard without being aggressive or overpowering. Rk 1E ) & % K&
iR ERATERERE  XALERE.
-9 .
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&)+ HYiguette of donts EAXZ“AH"
1. Be late for an arranged interview. iR%|,
2. Be cluttered. %,
3. Chew gum. W& I17&H,
4. Smoke without being invited to do so. ANEETE LW AR
5. Fiddle, tap or bounce. MM FF | mfit BBk
6. Ask about travel expenses until they have been offered.
A A5 Ko a) 22 9 o
7. Have a poor personal appearance. {{FAE.,
8. Turn up in jeans and an old sweater. FEH A \HITH
9. Have a negative mind. 75J% % o
10. Lack self-confidence. = B15.
11. Have limp, weak handshake. 1 FK55= 11,
12. Look nervously around. %5 3th ¥4 55 pY J5
13. Fail to look into the interviewer’s eyes. Pkt 3% ) H .
14.Speak in a faltering and stammering manner. VG X X B5 G45EE,
15. Be unable to express yourself clearly. NRETFMWiHLFE S B I o
16. Show lack of enthusiasm and vitality. = #AE 5% 11,

HESIE SR

A: Hello, John. How was your interview yesterday?
B: | am sorry to tell you that | have lost the opportunity.

A: Why? You are so excellent. | think you are the most suitable person for the

job.

B: Yes, | know | am excellent, but | pay no attention to the etiquette you've told

me.
A: What? Then what did you do?

B: When | entered the room, | forgot to close the door. Later, | couldnt help
smoking, you know | am a heavy-smoker. What's more, | forgot to polish my

shoes. There is some dirt on it.

A: You are so careless. You know they are the basic rules you should know be-
fore you attend an interview. Do remember not to smoke any more, other-

»10 -
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wise, you can't find a job.

B: Yes, | know. And next time | must make good preparations.

A: Good luck next time.

B: Thank you, Jack.

A vl 28 IREE R R OLE 4 BT

B: Rt i, KA £ T XAMS.

AR AT? RELARTE  RBERRESENTHMNART .

B A CARRRAS , ERZERRRANAXT KAV FRES L,

At a7 ARARBY At 42

B: YX#F B, KT X1 RAEREMNIAL, EREALTEXRLT
., RS THE, FHAF S KL,

ARREREMOTF Frolx RS E RS AEENAN, BEFFL
EHRET,EUNAEHERLE T,

B:Rami# T, TAK -2 HFHELN,

AR TR E,

B: #it, A%,

A: Good morning, Kate. Long time no see.

B: Good morning, Sandra. Nice to meet you.

A: Kate, | know you've been a stewardess for more than one year. And I'll have
an infterview on stewardess tomorrow. Can you tell me some etiquette about
the interview?

B: Of course. First you should do up your long hair and do make up but not too
thick.

A: Is there anything else | should pay attention to?

B: Yes, when you aftend the interview, you should pay attention to your man-
ner, style of conversation and your expression. You should keep smiling al-
ways, being polite when you talk with the interviewer. Don’t move from time
to time when you sit there. And you also should know how to use eye con-
tact.

A: Thank you, I've learned so much from you.



