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| © Unit 1
) {55 Information of a Position

© Do you think the job-seeking advertisements are
true in the website?

- © Let’s post them on the internet. We’ll get a better
response. I'll post the ads. I know some good

sites.

@ Check the job boards at the job center regularly
and check the newspaper daily.

'@ I want to collect some information about my cho-
sen company.

©TI'm enquiring about your advertisement for a
cashier in yesterday’s China Daily .

© I'm looking for a job where a housing will also be
provided.

©1T'd like to come in and apply for the job of the
bank clerk. Can you help me?

~ © 1 want a job in which I can use English. I would
also like to be able to have some responsibility in
my work.

© 1 like the job that is challenging and can offer me
more chances for my future.

© Can you tell me why you replied to our advertise-
ment?

© Bachelor or above degree with major in Comput-

er Science or equivalent.
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| Unit 2 — |
- - H¥ALY Etiquette of Dressing

© What shall I wear tomorrow?

© Should I buy a decent handbag?

© A set of skirt is better, and this can show your
slim figure.

© Your dressing doesn’t match with the job you ap-
ply for.

© Iron your clothing to get rid of all wrinkles.

© Don’t wear a lot of perfume.

2 Don’t have extremely long fingernails.

% Make sure everything you have on is conservative.

you.

© Handbags are necessary for ladies.

2 Don’t you think this skirt is too plain?

© This is the most suitable clothing for an interview.

'©1 don’t think it matches your shirt in color.

& © The pair of dark jeans with that belt displays your
slender figure.

© This coat is pretty but it makes you like a child on
that occasion.
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. Unit 3
, ~ miA£Li¢ Etiquette of Interview

Can you tell me some etiquette about the inter-

view?

© When you attend the interview, you should pay
attention to your manner, style of conversation
and your expression.

© Good self-cultivation shows good manners.

© Look and act like a competent professional busi-

ness person.

= Pay careful attention to making a good first im-

pression.

© Be on time.

~ © Look neat and well groomed.

Afr

@ Listen carefully.

@ Offer your hand upon introduction and have a
firm handclasp.

¢ © Bring extra resumes, a notepad, a pen and so on.

© D've invited several candidates to come today.
You are the first one to have arrived.

© What you lack in experience ,compensate for with
enthusiasm.

Thousands of Sentences—Job English




N mmon Subject in an Interview RIH i/

L ©1 have come at your invitation for an interview

and nice to meet you.

. © 1 am very happy that I am qualified for this inter-
view.

Lively Words

© As for salary, I leave it to you to decide after ex-
amining my capacity.

etiqutte [ 'eti'ket ] n. #, %

conversation [ konva'seifon] n. 23, &%
expression [ iks'prefon] n. B ; # i
contact [ 'kontekt ] n. B fh, Bt %
cultivation [ kalti'veifon] n. 3% ; #1
competent [ 'kompitont | adj. & H B

enthusiasm [ in'Ojuizieezom | n. f£ #h, #
PR, LA EHEY

invitation [ jinvi'teifon] n. #%3i%, 384
qualified [ 'kwolifaid | adj. # % # #y

perseverance [ pa:si'viorons ] n. B ¥ E

3E 953950
brow [brau] n. #; (GH) Xk
countenance [ 'kauntinons | n. W2, &
politely [ po'laitli] adv. % 5 3, #7 CH, 4
e
osculate [ 'askjuleit] v. ¥y, =4
cultivate [ 'kaltiveit ] v. 3 3%, #4
competitive [ kom'petitiv | adj. # %ty
unremitting [ 'anri'mitin | adj. £ ¥ty

eligibility [ elidzo'biliti ] n. &4, 4 5

zealously [ 'zelasli] adv. #uo 3y, # ‘l‘ﬁ Hy
capapie [ keepa'piz] adv. 4 % 31, 5% 4 My
candidature [ 'keendiditfa] n. 1% # A %4
receiver [ri'sizvo] n. # %%
capacitate [ ka'pesiteit | v. 1# f 4%
political [ pa'litikal] adj. T ibth, 4Tok Fth

4 1
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Unit 4
H 1 Opening Remarks

—Q Come in please and have a cup of coffee.

RS © sony for interrupting.
FRRESERCEIN © 1'm sorry T kept you waiting so long,

© 1 am the director of the personnel division of the
company, and my name is Liu Jun.

SRR © (oo 1 hve t opporanity o et you b

@ We looked over your resume and thought you
might be a good candidate.

© I've looked over your resume and wanted to meet

you to ask a few questions.

@ Today’s interview is for us to get to know a little

about you.

@ Allow me to introduce myself.

R RIS SN © Name and examination number
RSRSESRERSRT N © Have you brought your credentals?

© Would you begin by telling me something about
yourself?

RS © et me just tell my assistant

@1 am very glad to know that my letter and resume

have been received.

@ 1 should like to apply for the post of Assistant Ac-
countant as advertised in today’s newspaper.

8
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Common Subject in an Interview JRIH i

@ I'd like to check it out.

© What would be my daily duties?

@ Is the job full-time or part-time?

@ This is my ID card. This is my diploma.

© 1 was born in this city and had my college educa-
tion at the Institute of Foreign Languages.

© 1 hope I didn’t rush you.
B3 2
in)3C

Lively Words

appointment [ 9'pointmont ] n. %44 ) assistant [ o'sistont | n. By F
interrupt [ inta'rapt] v. 4T W7, & B, 45w resume [ri'zjwm] n. HE; [ £] B il
opportunity [ opa'tjumiti] n. #,2, Bl accountant [ o'kauntont] n. 21it( ) 4

examination [ igzeemi'neifon | n. # i diploma [ di'ploumoa] n. SC4E, % b iF 4
credential [ kri'denfal] n. iF BH 4 institute [ 'institjuzt] n. ¥4, ¥ Hho

opposability [ a;pouza'biliti ] n. T & 3+, it | certificate [ so'tifikit] n. 3F 45, iF ) 4
i seminary [ 'seminori] n. # %z, % I Hy
abstract [ 'ebstraekt] n. HE, BME, & confraternity [ konfra'tamiti | n. F{k
reckoning [ 'rekonin | n. & ; ik % divisional [ di'vizenal] adj. 4|ty

fright [ frait] n. %3, o directorial [ direk'tomriol | adj. #4%4% ty
jerque [dzotk ] v. # 4 educational [ jedju'keifonl] adj. # # ty
credendum [ kri'dendom] n. 24, # & collegial [ ka'lidziol ] adj. K % (% 4 )ty
interrogatory [ jinta'rogotori | adj. J& |5 #4 rainbelt [ 'reinbelt] n. [ 5 4, % W 4y 4
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Unit 5
A M55 Personal Information

—9 Tell me something about yourself.
— © May I ask how old you are?
—9 Which part of the country do you come from?
— © What's your address?
9 What’s your telephone number?
—e What is your nationality?
— © Are you nearsighted or farsighted?
_ © Have you been married long?
—9 How many children do you have ?
—e Who supports your family?
— © What’s your pen name?
— © How do you spell your surname?

© Could you remind me of your name again,
please?

_ © Which part of the paper do you read first?
—9 How do you get along with others?
_ © Are there any persons you'd really call close friends?
3 g £ o My father/mother passed away.
-sl’ve been wearing glasses since I was in college.
—9 I've always been small size.
—5 My birthplace is Suzhou.

10
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Common Subject in an Interview KU %4

- @1 am a local resident. I have been living in Bei-
jing since I graduated from my college.

 ©1 am single.
© I have always been in good health.

© It was given by my teacher when I was at the uni-
versity.

© I've just celebrated my twentieth birthday.

© 1 have no pen name.

© My name sounds like a girl’s name.

© 1 don’t want to change my name.

BY 58

Lively Words

nearsighted [ 'nio'saitid | adj. ¥ % #4; % W | resident [ 'rezidont] n. R
Hy graduate [ 'graedjueit ] v. b
farsighted [ 'fa:'saitid | adj. & # #9; & & N, single [ 'sipgl] adj. 3 —th; B4y, 8 5 1y
#y university [ juini'vossiti] n. (4 4) k3¢
surname [ 'someim | n. celebrate [ 'selibreit ] v. Jk#7 ; 2647
glasses [ 'glazsiz] n. R4 pen name % 4
3E 4658 50
full name 4 4% height [ hait] n. % &
first name % home phone 1 % # %
blood type i # domicile place F £ F 75 4
native place £ spellable [ 'spelabl ] adj. ¥ #t 5 t
weight [ weit | n. K& English name 3 L 4 =
color-blind [ 'kaloblaind | n. & & birthday [ 'bo:@dei ] n. 4 H
address [ o'dres] n. 4t marital status 4 #f34K W
alias [ 'eilios ] n. 3| %4




Common Subject in an Interview 3RIH i

—91 live with my parents. But I will rent a flat soon.

@ There are five rooms in my house—two upstairs
and three downstairs.

@ My sister got married to a lawyer last month.

@1 think I'll try to earn enough for marriage.

@1 have two children. They are both quite handful.

@1 often watch TV together with my family in the
evenings.

Lively Words

dependent [ di'pendont | n. % %
profession [ pra'fefon] n. B, %
inconvenient [ inkan'viinjont ] adj. F1E #y
medium [ 'mirdjom] n. & 8 &Y

mountain [ 'mauntin] n. \;, ) fk

5 9385

............................

technology [ tek'noladzi] n. # A
rent [ rent] v. i

upstair [ 'ap'stea] adj. # b
downstair [ 'daun'stea] adj. T #y

aunt [amt] n. %

brother [ 'brado] n. . %

brother’s grandson 1% )

cousin [ 'kazn] n. ¥ T ¥4 4k, & W% 4 4
daughter’s daughter 474

elder brother’s wife ## F

family member % &

family tree i

father’s elder brother 1 &

fiance [fi'amnsei] n. [ 3] F %
fiancee [ fiamn'sei] n. [ 3]k %
forefather [ 'forfaida] n. #i 52
granddad [ 'grended | n. 4% 4%
granddaughter’s husband ) 4 #F
grandma [ 'grenmaz] n. #4545

E
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Unit 7
(715 5t Educational Background

© Would you tell me what educational background
you have?

—9 What university did you graduate from?

~ © What did you specialize in?

“ - © Have you received any degrees?

—B What subject did you major in your university?
—9 Which subject are you least interested in?

© Were you in a leading position when you were a
college student?

© Were you involved in any club activities at your
university ?

© What extracurricular activities did you usually
take part in at college?

—9 Why did you select your college or university?

- Do you have plans for continued study?

_SWhy did you choose Physics as your major?
- Did you get any honors or rewards at your univer-
sity?

—91 graduated from Beijing University.
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