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Unit 1

Job-hunting and Interviews

P A1)

Top Sentences 27! {5 ]

1. My major is Business Administration. REBIHEERZ.

2. T took more than 40 courses in university, including BEAFEFST 40 B1RE, 8
International Trade, Marketing Principles, Sales fEEFREEZ- TiHRE. HEEE. |
Management, Project Management, Negotiation on BEE. BERHAE.

Business Affairs, etc.

3.1 was very interested in Negotiation on Business H EFHENESRARENE, ME
Affairs when I was a student. And I think it’s very FiARIX | EEN R B TIERR
useful for my present work. BEE.

4. Would you like to tell me something about your ELA TR IREY R W 4R I57
outstanding achievements?

5. They would say I am a responsible, intelligent and fATARRESER. BH. GEIES,
creative person with teamwork spirit. i B A HBA A TEE .

6. Tn 2000, I was admitted into Dalian Institute of T 2000 EWAEINEIFFBREL,
Foreign Languages. 1 specialized in English & W E2FEWBZF.

Secretarial Studies.

7. Thank you for coming. I’ll let you know as soon as ERisHRSMBRNNER. B
we’ve made a decision. REFEILZBRIIR.

8. I have ten years’ marketing experience. This includes RAGS 10 EHHEHIE, SFETR
both entry level and management positions. In my ERAIFEIRERGL, FEE—TRALLEE
last position, I worked my way up to being director NESHEHYLE T HHBEE.
of the Marketing Department.

9. According to your advertisement, you want an MR EBH, RINBE—{A
experienced software engineer. I think my background A ML T2 RERNERFS
meets the requirement of this position. X THERER.

10. ’d like to know your health benefit and pay scale. BARGIEARMER BB R LB
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Words and Phrases 2 17 517148

achievement A{&%, AW
database ¥#EE
pharmaceutical #Z#), EZ5H
qualification S4&EH, Hi&

teamwork FIAETE, HHIE

Fashion Conversations Z2f#AS1E

Dialogue 1

A:

> W W

>

Which university did you graduate from?

I graduated from Sichuan University last year.

: What subject did you major in at university?

My major is Business Administration.

: Tell me about the courses of your major in

university.

: 1 took more than 40 courses in university, including

International Trade, Marketing Principles, Sales
Management, Project Management, Negotiation

on Business Affairs, etc.

: What course did you like best?

Negotiation on Business Affairs. I was very
interested in this course when I was a student. And
I think it’s very useful for my present work.

: Very impressive. What subject did you minor in?

English. It was both interesting and useful, so I

showed a great interest in it.

Dialogue 2

A:
B:
A:

What kind of jobs have you had?

1 have been a Production Manager.

How many years have you worked as a Production
Manager?

Six years.

: Would you like to tell me something about your

> % > w >

Unit | Job-bunting and Tutervicus

correspondence {51, &EfF
draft 2%, EE

principle F32, RN
recommendation ##, #iY

: PREENV FHRATREE?
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D RRRIERF R E EZHIRIZ.
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outstanding achievements?

: 1 had introduced an advanced product line from
Japan in 2006, which increased the output and
reduced the cost.

: How would you evaluate the company you are with?
: Although I could not say that everything is perfect
there, I still very much appreciate what the company
has given me, especially many chances.

: How would your colleagues evaluate you?

: They would say I am a responsible, intelligent and
creative person with teamwork spirit.

: Do you get recommendations from your present
employer?

: Yes, I have brought them with me. Here they are.

Dialogue 3

: Good moming, Mr. White. I am Zhang Yan coming
for an interview.

: Nice to meet you. Take a seat, please.

: Thank you.

: We have been looking over your application. I see
you have got several years’ experience in secretarial
work. What kind of work did you do in your
previous job?

: I mainly did typing, filing, answering telephone
calls and such routine work in the beginning. I
started the job as a junior secretary, but within the
year [ was promoted to senior secretary and I drafted
business correspondence for the General Manager.
: Tell me three qualities your coworkers would use
to describe you and your work style.

: Firstly they say I am very punctual. Secondly they
think I am a cheerful person to work with. I always
try to have a positive attitude towards work. And
thirdly, they believe I am flexible and efficient.
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Part 1__Induction in Foreign Companies Unit 1| fob-bunting and Tntervicws
RiEmE B
B: Tell me something about your education. B: WiHIRETZMEEIE.

A: In 2000, T was admitted into Dalian Institute of A: #&F 2000 FEHRIEINEIFFPR

Foreign Languages. 1 specialized in English
Secretarial Studies.

B, TUREERDE.

B: Thank you for coming. I’ll let you know as soon B: e RBHRS MMM ER. A
as we’ve made a decision. I RE B S ZIBEIR.
Dialogue 4
A: Hello, Mr. Jones. Please have a seat. Thank you for A: fR%F, BEfEE! B4, BRRS

coming today. 1 have read your résumé. You

completed university in Britain?

ReEsk. REHREEL. RE
RE EMRFE?

B: Yes, I went to Cambridge. After graduation, I started B: 2#, ERISIHFARS. BlF, #
right away into the advertising industry. Later, Imade ~ StF&7 &I, FRFE[TH
a bit of a switch to focus on marketing research. HEE.

A: So, what experience do you have? D B, REBEFHALIERR?

B: I have ten years’ marketing experiénce. This B: Ff§id 10 FHsmEHIIE, BV
includes both entry level and management positions. ~ FRERIFIEEIAM, FHEL—TH
In my last position, I worked my way up to being i EBIEHZHE N Y TSR
director of the Marketing Department. F1Eo

A: 1 can see that from your résumé. Your last position A: M LAEEH K. R E— 1B

>

was Marketing Director for a pharmaceutical
company, is that right? Later, why did you decide

to leave your former post?

: 1 felt after five years in one place, I was ready for

something new. I would like to have a job that is
challenging, something that I can see and do new
things every day. I loved many things about my
former job, and I left with amiable feelings on both

sides. I was just ready for something new.

: I see. Do you want to work full-time or part-time?

EFHATNTHHEE, XHE?
WERE AT AHIR?

D REBSE— M TLESFR, Ni%

WA IET - RERFHERMENT
1, BRERENFRA. AR
Tte. RIRERMARTHIA LE,
i AR B R R. Bz T
UEFREAEEREEY.

A REAH. FREMEBRIERIRIN?

B: 1 would rather work full-time. D REERAEMER.

A: I’ll make note of that, Now, what are your salary A: FIZR—T. BA, R THEKNH
expectations? BERZD?

B: 1 am willing to negotiate, but I expect at least B: HERFHE—T, BREAFEEF

$40,000 a year.

EH 4 FFERTHBAN.
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Dialogue 5

A:

B:

>

Excuse me, I have an appointment with Ms. Wang.
May I come in?

Yes, come in please. I am Ms. Wang. You must be
Zheng Hai, right? I’d like to start this interview
with some questions. Why do you think you are
qualified for this position?

: According to your advertisement, you want an

experienced software engineer. I think my back-

ground meets the requirement of this position.

: Then tell me something about your background.

: My major was Computer Science when I was in

Wuhan University, and I am quite familiar with Data-
base Programming, Visual C++ and Java language.

: Have you ever designed any programs concerning

network?

: Yes, I have designed some programs for the

network with Visual C++ and I have passed the
test MCSE for programmers.

: Well, your background and qualifications are

impressive. Do you have any questions?

: I’d like to know your health benefit and pay scale.
: Certainly. We can provide health and medical

benefits. Our pay scale to computer engineers is
from five thousand to eight thousand. Employees
in our company also enjoy a two-week vacation

with pay every year.
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Part 1 Induction in Foreign Companies Unit 2 Going to Work

Unit 2

Going to Work %%l L3

Top Sentences 2215 f)

1. A good beginning gets you half way to success. S TR RN —F .
2. ’m Chen Li, the new secretary. 'm glad to meet you. FREHRMFUBIRIE, REHKILE
3. 1 believe you will be quite familiar with the office FAREMRERRMBDRETIEMN.

f“)-?

NO

work quickly.

4.1 was hired by the Personnel Department and told FRAEASEEEEM, IR BREIBHLD
to report here to work as a secretary. e,

5. Now let me tell you your definite duties here. MERREIFRBEXENREBERR.

6. Your main duty is to answer phone calls and transfer {REIEBTIERIERIE, RERAER
them to the person wanted. HIAo

7. You are still responsible for arranging meetings, RERTRHRIW. WEEAFAEA
meeting visitors and seeing visitors off. ®E1T.

8. Now I’ll show you around here and introduce you ERHHRIAESE, BIRTALEE
to our manager and the other colleagues. FIEAhEH.

9. We require all our employees to arrive for work on BA1ZERR TANEIR, fEFRAN
time and we insist that they keep their lunch hours BERETK.
to a reasonable length.
10. We feel obligated to provide a safe working BIIERENRIRHE— T ZTEMNT
environment, and we make every effort to listen to {E¥R#8, MER(IBRNRRITR T

our employees’ concerns. M.

Words and Phrases 4 17 51740

assign £2, IR concern .0y, £, X, ER
foreman 4R¥E, T3k muff R:BE, EFE

obligate i (#5572 L) A FRAEHEX S open-minded BAEFFAAHY

policy B3k, 75§t punctuality Ry

reckon 578, f&it




ESESTR

& S iE HIELIE

Fashion Conversations 5242

Y RTE

: Good morming, Ms. Lee. It’s a pleasure to meet A:

you again.

Nice to see you. A good beginning gets you half B:

way to success. I hope you have a good day.

: Thanks. Can I meet my colleagues?

: Sure, come with me. Yi Fei, I would like you to

meet our newcomer, Wang Bing. He just graduated

from Yunnan University.

: Nice to meet you.

: [ am new to the working world and would appreciate

your guidance.

: That’s all right. T will try my best to assist if you

need any help.

: Great!
: Well, as the other guys are still not in, I’ll introduce

you to them later.
: All right.

: Good morning. Allow me to introduce myself. I'm

>

John Dickens, the manager.

: Good morming, Mr. Dickens. I'm Chen Li, the

new secretary. I’'m glad to meet you.

: Today is your first day of work here, so I hope you

will not feel too nervous.

: Yes, I hope so.
: Have you had any secretary experience?

: Not much. I have only worked as a secretary in an

insurance company for six months, but I have

taken some secretary courses in college.

: That’s good. I believe you will be quite familiar

with the office work quickly.

CARKREFT . ﬁ*ﬁf‘—ﬁ\z:

E_tﬁ? ,Ert. RRRE/RRL

1&%‘ RER. ﬁ%B’\]%ﬁ“EE}iIﬁﬁ'\]
—¥, HERSRIBR

A: B ﬁagLAﬁE‘]ﬁ%ﬂ%?
D MRARL, BREK. 5K, AR

NE—EFEEDK, HRIBME
AL .

T REXAER.

BREFAIEER, BRSER.

I HES. MRBERBIC, HERS

E"]o

Al KEFT!
DR, HAAERR, MERLRRE

R BT

: 3FHY.

: B EIF! BATRERNE T,

REZBAY - WEH.

T BLF, WEHELE. BEFTRN

MBI, REXIEE.

: SRBIRE—K L, FURFE

RASREIKE K.

D =2, RXATE.
A: REMRBHERE?
R (T N oy 8

2. RARE—RRK
mAEEEE 6 NHRRHIE,
BEFRBEE HIRE.
RIRFE I
AETEN.
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Induction in Foreign Companies

A:
B:

A:

> % > W

Good morning. You’re new here, I reckon?

Yes, I started work today. My name is Jack White.

Nice to meet you. I am Mary, your foreman. Any
questions about using the electric saw?
No, thanks. I think I can handle it.

: Electric saw is sharp and fast, so work with care.

Have you got your ear muffs and gloves?
No, I haven’t. I am not used to working with ear

muffs and gloves on. Is it necessary to wear them?

: Yes, you have to wear them. It is a company rule.

You could lose not only your job but your hearing

if you don’t.

: I’ll go and get a pair of them.
: And another thing, where’s your safety glasses?
: Oh, I forgot. Sorry about that, Marry.

: You need to learn our safety rules. Come to me

after work. I have a safety manual for you.

Dialogue 4

A:

Good morning, may I introduce myself? My name is
Jenny White. I was hired by the Personnel Department
and told to report here to work as a secretary.

: Nice to meet you. [ am Lesley Lee, the assistant to

the Managing Director. Welcome to our company.

: It is my first day at work, and I guess I was a little

anxious. What am I supposed to do?

: Don’t worry. I will give you an orientation. Now

let me tell you your definite duties here.

: Thank you. I am looking forward to starting work

and getting to know each of you.
Jenny, your main duty is to answer phone calls

and transfer them to the person wanted.

: I see, but what shall I do if the person wanted is

not present?

Unit 2 Goia

: BEgF. BIBIRERTRAIE?

£, RO RMFHE I BMZE
% - PRl

P REMAER. FHMITE, RAA
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wRE, Wil RABIRAEER.

A: BERSEERIR, FTURIER /M.

> 2 > @
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—EEWD?
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B: In that case, you are responsible to ask the caller B: JNRMBAHIE, FREBENHTES-
to leave a message. ,

A: Ts there anything else I should do? A: TEEMBERAHFTNIIEG?

B: You are still responsible for arranging meetings, B: {Rif ARTHES I WEEATA

meeting visitors and seeing visitors off. 2 NEFT.

A: All right. I feel so happy to work here. A: 178, RIREMEEEXETE.

B: Now I’ll show you around here and introduce you B: MERERTOLEE, BIRNTES
to our manager and the other colleagues. ZBMEMEE.

A: Hello. Welcome to our company. A: RiF. FWBHRBIFNTATR.

B: Good morning. I’'m Chen Chao. B: BL#F. HEEKE.

A: Nice to meet you. I'm glad you’ll be working for us. A: fRE><AER. BREIIRAERIFA
We’re like a big family here. We all work together = X2TfF. FATXEHGE—NARE,

as a team. Fra AE—RIEA— A LE.

B: That’s great. I'm eager to start. B: KFT. RESAREFHBIET .

A: Well, let me tell you about some of our policies A: 4FHJ, BRFADIX B — L EF
and practices here. ERBRIRE— T

B: All right. That will be a big help. I'm fresh out of B: %F#J. MRS BR. TN
college. MEREENN .

A: We require all our employees to arrive for work A RMNERRADENZN, MEFE
on time and we insist that they keep their lunch ~ HIRERETK.
hours to a reasonable length.

B: I understand. That seems easy to follow. B: HEAH, XREZME.

A: Employee character is very important to us. We A: ATHRREE. RINFELFN
expect everyone here to be industrious, cooperative, SNRATIEHE. HE. W FiF.

honest and open-minded.

B: I'm very glad to hear that. I think I possess all of B: fRE>XITE/X o BB ERRRIK
those qualities. #HEH.

A: We also try to do the best we can for our employees. A: 155 7 ARIBERFNF
We feel obligated to provide a safe working  fF. BIAREHN RIRH—IR
environment, and we make every effort to listento £ M TEEREE, MERMNERA B
our employees’ concerns. IR TA RS .

B: That’s very admirable. That’s also one of the reasons B: B4R T - Xt EREBXEIE
that I wanted to work here. NERZ—.




