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Unit1 ## & T {E

Job Research

Warming up

F “HOT” KIRF 35
L] v

ChinaHR.com 3
monster awmmmus http://www.chinahr.com

iObcn.com .ﬁn‘

gt

= http://www.51job.com
1010 WERm .
S 10105z com htp://www.1010jz.com

P HE A A AR
C’OL Lom http//wwwc_] ol.com

ﬁﬁ*!ﬂ'
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http://www.jobcn.com
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alert category type title location industry submit

freshness modify current keyword description advanced post

position required essential internship maintain responsibility

i [e'le:t] adj. HUEH): HLRM ve %5 A
WE n B GRS, B& CRE); Bl

[ @ik 45515 ] job alerts U728, on the alert %, BaIHERA, HYNFEE

e
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[t5= % B 4] ] Take a deep breath before an interview will offer one the effective
combination of being relaxed and alert at the same time. K& i i — 4
TR, AT DA BOA T R IR R, 7RIS A R e SUARRFIRORA -

category ['keetigori] n. FP2, 25

[ Eik1Z%E1E ] Job Category W75

(&&= % F 4] Log on job internets regularly to search job by category. 5 i %

i SR B ) 3t ¢ 2E 1) 8 R HRAE

“ £ /kl{ Mi}" FSRHRE W B FE AR IS5 (Job Category):  ELfu: v

 Accounting / Audit / Taxation 445 / *%' LI ! Bi5% '
Advertising / Entertainment / Media |15 / ##5 / {4k
Computer/Intemet/Telecom/Electronics WAL 7 HECM /L /O BT
Sales / Customer Service / Technical Support 5t / %k / AL FF :
Construction / Real Estates &34 / FHi ™~ :
Consultant / Law / Education %\Lﬁj / /Z W / %{ﬁj o

% [taip] n. 2%, B, #F w (ﬁﬁ$m%)
- IT ()

[th% %M f IRegardiess of whattypeof

offer you get, you should consider other ﬂs Job Type — % £U4% Full-Time.
non-salary aspects of the job. NI © Part-time 2. 2G4 7] JH schedule !
TH AR TS, BN R T HiK | %8 TRk, ) J

LSRRI B 2% HE st o T i e g
title [taitl m bREL, BH: B, k5 ARl 424
v BT kA, ﬂﬂﬁ@:j: . £

[EikZEE] job titles HHAT 42 i
(&% MA] Narrow the search results by choosing proper job titles. i%$%4
I PR B FRR A MR R 45 R

e e e R G SO A P

e BRI B S B R OIR S AR, A

personnel manager A 3148 Bl project manager Jil [ 25 Bl ?
i director T4 vice-president i3k G
; sales  person GER | receptlomst B FF :

DARRP r AR A REE A p - SR e R Rl e s R s P A P, . A 3ot A



Unit1 3#£Z&T{E Job Research

¢ [lou'keif en] n. Wi, M ALE; CREERD 4b
location . | ey

[ @ik 5a7E ] job location T 4F x5

[152% A4 ] Interviewee should know the job location prior to the day of the
interview. SRIR NAE HARRT— A G LIS

(iR Tips] 7E8 2 m0d & s i, SRIDUE B i S aod s e sl k)L BE 2% —
AR EH, $EAT 10~20 Zr8hFlik s, XAEKRIRE AT LR TBUA —
T, fApTHE.

industry | [lindestriln. Tk, /Nb; #7957, #har

[EREMAA ] Itis necessary for interviewee to research the company background,
the industry competitors and the industry trends before attending a job interview.
EZ N TAEHRART, KIREALERE — FZA AN R, WRXTFLLER B

B 11 40— SR e L0 42
Internet / E-commerce FLEXM / HL R4  Online game M 4537k

Accounting / Auditing 2311 / #il Finance / securities 4xfll / 1iF%5 |
Wholesale / Retail fit’k / F45 Films / Media S48 / W4k
Beauty / Health %% / fd Education / Training # & /551l

Raw material / processing J# A4 ¥l / B T.  Mining / Metallurgy X4 / A

[seb'mit] vi. JHM, WA v 2%, 835 FiK,
i

[EiX K515 ] submit resume #2417 )J7; submit to i ik, Z5%, Wrhk; AT,
A@iY; submit oneself to ¥ +¥
[1E=EA4a ] It's very important to know
your personal preferences from the
moment you submit your resume. 7 {i#%

2 67 77 PRD 4% 01308 1 ) D e 2 AR EE 11
freshness [frefnis] n. Hrff

submit ©

SRR Ut % post a
| resume RF7R “BUBMT.

[t§&= %M A ] You can change your search with new keywords or changing
parameters like Freshness. {xn] DL A\# B SCHA a8 538, tin T4
(kA 3, SRR R &M
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[ @ik Tips ) AC7E SKHR R sl 04T 18 2R 1N 25 7 3 34 BT AR IR B i 74 A freshness”
Sk AT R (LT, % kA today, 7days, 15days, 30days f1 60days.

modify ['modifai] ve. &%, ol GEZE L) B

[ @ik & %E3E 1 modify the offer T 4

(1525 M) The job hunter should be aware that some companies may
change the work schedule from time to time, including modifying the starting
and ending times of his work day. SKIFU# W iZ RS L80 7] A e 2Bl 2038
TAEERE, A4 ST AR H & ks ]

| [karent, 'ka:ront] a. BIZERI, 44H; M,
current | WU WATH, WAER a OKO RS HD B

[ @ik k%5578 ] current job opportunities H i) T/E#L4s; current expenditures

WM, AW current fiscal year AMBUERE, ALTHERE

[tEsE B4 ] In my currentjob, | have to deal with multiple responsibilities in
developing new projects as well as maintaining good client relations. 7t H &Y

PR L, BATTHF RPN EH CLEYEY R U&7 KR
keyword | [kiiwe:d] n. Kfgid

[1E=EM4a] A job seeker can narrow job search by keywords, company
names, work experience and expected salary. K& A LUl Ly A <888, A
BFR TAELN DL R S 3 K R 4 /NI 18 2R Y

[dis'kripfen] n. #i'5, #i&; WHA; Rk,
PE

[ @ik k%%EiE ] job description HA{7{iiA; sales by description i B 45 I3k
(&% MAA] List company name, 8 _Isfuesg |
employment dates, job titles, department “z“,kﬁ lﬂjl , ANHE]— F&‘?ﬂié\[
and descriptions of your work,  FIHET A (_]Ob description).
accomplishments and skills in your : T{H5 (job responsibility )- Hi
resume. 7EFRINFIFT S AT LK. @ BU%EK ( qualification) SRR |
A, B ARR. BIERIT. TH | #5%. e
R SR AE. ’ paBhaEstERHI Eit

description




Unit1 & T{E Job Research

| [ed'va:nst, ed'vanst] a. AREK, YK JEEY
RET

[ @ik #5815 ] advanced research 5T

[ 152 % F 4 JAn interviewee should make his resume in reasonably advanced

document format. sRHNE N 1% 24 HbAE 7 5 Ao B S A%

‘ (1 Z%H/”\MJ«' &T VFWT@EWE,&E? (advanced search), ﬁﬁﬁcﬁ‘]ﬁﬂﬁl =
RS HEDC D, 7] 5 K 280 45 TAEERAE (ob function) 7ML (industry)
KA H 3 (posting date) 4% (experience ) #i /K (salary) . #(#H (education),
CAEZ5 (ob type) KeHbgi (location) %, ‘

w | [peust]m WEEL, WEFF; () KR, FRFF; BUL,
it B A% w %, WEEF, WG, BAT, A6

[ Eik1%%E1E ] post resume # 7 {fi[j; post free HufFHil 2% i)

[ 155 % M4 ] Taking my qualification and experience into consideration, | think
| am the man you need for the post. % TR\ % M 250, RU IR IZIRGIET
AT o

.. |[peZifenln fIE, FHAL; HAGL, TAE; BH,
position | oo b, v, ML, BE v S, 2E

[mik)%%EiE ] in a position to fif¥; financial position 454kt
[1EEEMA4A ] | left my last position so as to spend more time with my family.
BB EANRGLRE b TR 2 [ IHE) 5 KA.

] [ri'kwaied] a. W)

[ mik %2 7E ] required education %K K] W B T R
*#If; required experience LFHHIAK:: (requirement), LLUWIZER (age). |
required travel K Hi % £ (gender). TAEZH (work !
[t§F=EMA] If you are being asked to expereice ) 7 A FAFH) %"ﬁl‘" :
offer any personal information other than | jif | 4ME%4% (English level) %% . |
your contact information, ask why and il rwons " Oile
whether the information is required. #15# A\ ZRUR$EHERRIE R )7 X2 44
NGB VREE ) B iR R DA R S 75 e T R
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. |[i'senfella. LAH /MY, e EEM; AT
SRR RAR apl ZE BA: AR U%S

[miX /%5218 ] essential duties JEAHH 7t
[tE=E A ] Itis essential to effective salary negotiation that knowing what you are
worth in the marketplace. EAEARMIR T ¥, % A ClET ) EIOME R LER .

internship [inte:nfip] . S, S23JEG4y, SE B

[tE=%E MM | have prepared myself to transition into the the work force
through internship and part-time job at the university. 75 k22 ik i it 525
AMEAIPUA B ) E X T g T e

[k Tips] X RIS K% 4 (fresh graduate) sk i, BEATAHE THEL K,
SESWIR AN EE . Bt SRIPE — S Se R [ CLrE S S A R T
PLR B QRS Ak .

| [mein‘tein] ve. 4ERF, fR¥F: 4018, 3% R,
| 5K WEFR, fdH

[(tE=EMA ] | ensured that everyone maintained effective communication
with other group members in the previous company. 7 LLRTABR A, RIES
FEROREEAN N5 HoAh 20 G IR IR T

responsibility | [risponse'biliti] n. FAT, FFT0: I, X5

[ it %% %8 & 1 responsibility for one’s own profit and loss [ 1 % 5 ;
responsibility organ L5 H1#4: sense of responsibility # /T

[tEFZEMA ] | have an interest in a job with more responsibility, and | am
well prepared for a new challenge. x4 8 £ B3 (1) TR0, I H R Mok
T IEEH PR AR £

‘maintain

g B A8

% thanks for... i§fi§f

Hello, Mr. Brown, thanks for taking the call. 08, #i8R5E4:, EHEHRIELERIE,
% I'm currently working for... FEJIZEs-+ T {F,

I'm currently working for ABC Company as a salesman. 38 &7 ABC




Unit1 #£Z&T{E Job Research

NIBHER.

% | wondered if... BABREIREBS oo
| wondered if you were currently looking for anybody in the marketing
position. FABXEIRIERIZSHEBEH —IRBVA T,

% How many people work... 2/D A T {F«eeeee
How many people work in your team? {R{JBBEZ/DFT 2

% Do you know of other managers... {RANEEMPVZRIBwe--+
Do you know of other managers who might be looking for people? {J%(
BEMEBTREIEABAL ?

% | wantto know if... FRABKDE RS eeeer
I want to know if there is a vancacy for English Editor in your department
at present. FABIER B IERIRBBH N HmiE—IRZ TR,

% Could | speak to... FRAEF]-eee-11F0S 2
Could | speak to Mr. Green, the manager of Personnel Department?
REFD A SSEREVA IRAS MR ST A1 1E0S 2

% Mynameis... BEIR0Ueeeeee
My name is Jim Green. | am working in LG Company as an engineer.
HNRF0UEN - 1B RE LG A2,

% | learn from...that... FgMeesees 1S5 essees
I learn from the job site that you are looking for anybody majoring in
computer. FMKERMG ESAREERBITENE WS A

% How many people are there... «see- BZ/DA?
How many people are there in your department? {R{ 128 152/D A ?

#*, L. /£ Do’s & Don’ts

WS, WA B ERE, KILE T T AN IS5 200 50 4% 1) 4t
IXHL) “PIgE” AN RN, BARERINE A BRE RN, BT
MHHIEE R . I Z A, EATLAEE A3, 7RISR, Rar bl A .
R “BAERTIE” K55,

R R, — @ EEERY A O, T AEM RIS S
(ID number). #HHiFS (Driver’s License Number). 447K/ (Bank Account
Number). {5l {58 (Credit Card Information). F{Hff1#E4 (Spouse’s Name)
FHXER.
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Resume(l)

Warming up

SEAN CHEN

65 Yinghua St. Beijing (010) 67891234
OBJECTIVE

An entry-level management position with a medium-sized or large-sized business.

EDUCATION

Bachelor of Science, Business Administration, Peiking University

Major: Management

Related course work: business management, personnel management, business law,
macro economics, financial management, cost management, business ethics,
statistics, and marketing.

SKILLS / ABILITIES

Management

» Developed and implemented new fund-raising program for ABC fund, which
brought in more than 5,000 RMB for local charity

» Managed student union finances for three years

» Worked on campus newspaper advertising staff

Communication

» Corresponded with student union and fund raiser

B
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Leadership

» Served as volunteer association

EXPERIENCE

Volunteer at the Beijing Olympic Games (June 2008-Augest 2008)
aspiring adept capable comprehensive conscientious | extensive | fluent
background | accomplish accustom analyze assist conduct effective
initiate translate liaison objective perform resolve
aspiring | [es'paierin]a. FHIHUK), FAELARMN: BRI B

(&% M4 )] Be aspring, hard-working, responsible and cooperative. 7 %
8, TESw. 71355, RAEA1ERM.

W e, KR E A AR, g@ﬁ%n¢%mf5&ﬁm
LR

' conscientious H 51fFA»  hard-working #j#¥ easy-going fifi fil

: responsxble Uik optlmlstlc /LJ“XJL. adaptable T8 N 1 R

o RO ['eedept, o'dept] a. ALK, WATH
a i
dopt - in BBF, WIT
CIBDRN BT adeptin I+ = ' T LT R e

it o | L
[ &= % M@ 1 Adeptin developing products i Fi ﬁpif ;ﬁg ad;ej;tﬂ}] ii: ; '
and exploring new market. {84 %7 & %ﬂ at/ln ;xg(,j ' ’ ,

AT Hi5 155 b
capable |[keipsblla. fETHI: HRESM: A HALH

[ EiX%8iE ] be capable of fiEf% i e e e i
[(tE= % M A1 Capable of effectively ' 57/ b2 be able !
managing several projects at the same to KfLEF capable, ié)]i‘ﬁl—%‘r"""l
time and meeting all deadlines. EEfB[EINT « A1y,
O B LN 9 ELE I 52 o o

comprehensive | [komprihensiv]a. 2[Hi; PERK: L2810

[ %% % M4 1Have a comprehensive command of personal computer software.
LmEERE NN K.
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conscientious | [kon[i'enfes] a. AELH, /AT, IEEM

[ 155 % A ) Be careful and conscientious to perform all duties. IAE i Tt
AT AT .

| [iks'tensiv] a. JCKH, TR TERL K
|

[mitkZ%EiE] extensive experiences + ‘-’*ﬁj ﬁj&%T @,;ﬁ + -”EKJ%%% j
LK S R AL SRR |
[ &% % A ] Extensive experience in . [i](Objective). & (Education). '
developing new products and negotiating. : Hife (Skills) L E DAY & }]l :

EFFR B iR AR . . (Background)s
fluent | [fluCyent]a iR, HithH

[ &%= & F a1 ] Strong sense of duties, able ‘ % ﬁ ;{ ﬁ% N :‘i & ﬂu}ﬁ P
to accept mistakes and make improvement, | ' il good command on 3%/, 1 :
fluent in English. ST{EKHR, feWaszaiz |, i el owHingliah ‘_;
S, HomaaL s <o s e e e <

| [baekgraund] n. &5, 27 HEBURL; ()
| 8D BR, BT

[1E=%M4a]Solid background in implementing training programs to improve
employee morale. 7F5Cji# i SR E 5 T = R .

‘ background Eﬁ?ﬂ‘]**lﬁ% Academic Background %ﬁ;k?%ﬁ )EEXT :FI“L ;

ARG, REER I BRI 2E4L, Yk achieve...Degree, |

WA RN :

Bachelor of Arts Degree ¢t Master of Science HFHiji1- '

Doctor of Engineering 1.2# 18 1 :

RERNFREAKEE BN LA S 50E 3 SR IRE, HEHE

Fhk '
Achieved several other affiliations and honors like:

1. National Journalist Union :

2. National Triumph Award -

o §iie



