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#1 8 N 17 & | Reporting for Work

(@) #ot

SRR R IR )

Mature, dynamic and honest.

BB FHARET AW,

(BRI =3B dynamic A& A 69, H £ %4 4¢: a dynamic young busi-
nessman % A, 5h 009 FBRHAN)

Bright, aggressive applicants.

A7 < p7i3: URY: D)

( BB R A s 1E  aggressive A 3t BOMAP 89, AT 20L49)

Energetic, fashion-minded person.

FE AT ERE  BAEEE

Holding a pleasant mature attitude.

B

Strong determination to succeed.
AR BRI BERL
Strong leadership skills.
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B 33 0 3R B R R

ARGRRITMIFZAR,

Willing to assume responsibilities.

BT EbkEH,
( BRI S 51 sassume AR # A AT )
Ability to work well with others.

Rt et A\ — BRI H T A

Be highly organized and efficient.
THEMRARE, DEBER.

Willing to learn and progress.
HHEATHBL

With good analytical capability.
HBARISTHTREST

Good presentation skills.

A REFRIRIBRET

Be elegant and with nice personality.

2 LA A RAF

Initiative, independent and good communication skills.

BUR 3 s TAERE /158 , I 548 R IF A3k B

Mature, self-motivated and strong interpersonal skills.

BB E T A RE, FEESFEENEBARRRRNEIS,
( BB K% & 2518  self-motivated B FIg B 4)

oo RERERRA]

Ability to work independently, mature and resourceful.



BEAE M ST TAE | BUAS BB AR RE F158

( BB IR AR AR s resourcelul & THULE 67,8 Kbty , K 4L H3R6)
A person with ability plus flexibiliy should apply.
TEEBRIFIEN IR

Possessing a stable personality and high sense of responsibility.

TMERE AREFER.
Willing to work under pressure with leadership quality.

RE AR E AR, R R,
( BA%e A =18 ;under pressure KJE, & T/EHZTF)

Being active, creative and innovative is a plus.

BABIEER A A A S L

The ability to initiate and operate independently.
AL e BRES .

Strong leadership skill while possessing a great team spirit.

AIRF TR ZARFARE 8 B A S VEHE

Ability to deal with personnel at all levels effectively.

ETRSMARITRE.
(BRI B s deal with 2144, At Beeeees ITRIE)
Young,bright, energetic with strong career-ambition.

i BEEH K3, SRR RR S

With good managerial skills and organizational capabilities.

A REFHEEEZAMALRET.

Possessing good and extensive social connections.

“ 2
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Bt 3 37 b AE His

S £ g 4

AR BRFTN ZHHEXR.

Good personnel management and communication skills.

A BRI AR EEAERRES o

e

Working well with a multi-cultural and diverse work force.

AR ERT, 5 &M TIEAR B A THE,

( BB IR R s work force TAEAT i X RAHAN)

Highly-motivated and reliable person with excellent health and pleasant per-
sonality.

b3k DR E AR, SRR AR TT R

Holding positive work attitude and willing or able to work diligently without

supervision.
PWABURE T ISR, BREMAEGARE LB KL T BidE g,

The main qualities required are preparedness to work hard, ability to learn,
ambition and good health.
FEDERFRREEW ET ¥ ORI EEE,

&

> HN R ER R

Is it still vacant?

AP 2 BREH G 7




Do you still have positions available?

B AR T i R BRI 7

Do you still have vacancies for the typist?

A FIRA 1TF 5 R B ZS g g

I learned about it from your advertisement in the newspaper.

HEMIRE EARATBR BT PR

I learned about it from the Internet.

REMFETREI,
thiR )

Do you have any idea when you might arrive at a decision?

BRI AR SR RE g

( BB 5% & i arrive at a decision 4F 3k %)

Will you need an experienced desk clerk for your hotel next summer?

RSB YR SR ER LA 2R AR

P'm looking for a part-time job. Is it possible to find one here?

RABMGRIULAE, 3% ) LA 2 g 7

I am just calling to follow up on the status of the Sales Manager position.

RITHETE N R — T 54 8 XN L BT RS

(BRJE R Rl <follow up K38 e KAk, A4 81730 R AmiB sk R
&N on, AR AL N L)

I came in answer to your advertisement for a salesperson.

FRL A IAE B2 R TR M52 R — IR,
(BB JGE s eI 1 in answer to AF A 3 B B )
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23p i 'l

I notice there are some job vacancies in your company.
K TR AERAER,

I've come to apply for the position as an office secretary.
RERNBHIAZBH B

( EB % A AUE sapply for FiF ;3R K)

I'm calling about a job vacancy in your company.

RATHIEREE H— T AERA RN TENS,

I have seen the notice in your window, and come right in.

R WAE LGRS, BT ABEER T

I would like to know if this position is still available.

oA I X AN LR A R 2 R o

Perhaps there is a position in your organization for a young, experienced,
and conscientious secretary stenographer.

W R AT EAEE—AER A2R SN BRI R

I'd like to come in and apply for the job of the bank clerk. Can you help me?

TR AR SR HR AT BR B X — B, PR BE TR BRI ?

( B A A3 s bank clerk 4RATER )

I saw a vacancy board outside for a teacher. Has the vacancy filled?

RGP T B BRITER — & 2T, LB 1157

I saw a vacancy board outside for an accountant. Do you still have any va-

cancy?

REISMBETE FEEER &S, BRAYT




( BB 6% B 2538 : accountant £1t)

P'm asking about your advertisement for a cashier in today’s newspaper.

?fﬁfﬁlfﬁ]ﬁ?ﬂ'lfté\i%?ﬁéﬁ_t%@tﬂiﬁﬁE@f’“ Ho

Pm enquiring about your advertisement for an editor in yesterday’s China
Daily.

REEH—-FHEXRCFEA W) L IRR ) s — IR

I saw your advertisement in this morning’s newspaper for the air hostess. rd
like a job.

ﬁ%@]’%ﬂiﬁiH‘Hﬁéﬁiﬁi\\ﬁl?ﬁ@é’%d\ﬂﬁﬂﬁfh &, R
iz,

( BB 6% £ 25 1 : air hostess TR

Hello, Pm calling in answer to your advertisement in yesterday’s Beijing
Times for an English telephone operator.

ﬁx’ﬁ?ﬁéﬂ%ﬁ%ﬁﬁﬁiﬂ%ﬁimﬂ’ﬁiﬁ%E’ifﬁﬂﬁwiﬁf%ﬁﬁmﬁ
EESF R,

P'm very interested in that advertisement about hiring a computer program de-

signer, and hope to know a little more about it.

KXRITHBEH BEHERR BRI R B, A B T Lo oy
o
I hear there’s a vacancy for a secretary here and hope that you will employ

me.

Ur SR LB — (A3, A TR B

In answer to your advertisement in today’s newspaper for a secretary, I wish
hd y pap

to tender my services.
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BN 4% 35 37 00 3B B IR KR

BT 74 B fH A FISBER B & , ARSI
Learning from Mr. Chen that you are looking for a sales manager, I would

like to apply for the position.
MBREHEALRR, BAFA ETNHEE -ZHESH, RIEMHIR.

® 5

AN 2 £R 52 A

My resume is enclosed.

fa P RE R A Lo

I have sent my resume off.
REZIEHHREET .

( ERIE AR HE ssend off F b, K )
I'm just waiting for a reply.
RIEFHER

You'll need to give me a copy of your resume first.

FHB—RIRE AR

Here’s my resume with my certificates and diplomas.

XERAEDT, FEM L RBUS BB IE S AR
Do you require an English resume?
PRATEER RO SR 1 ?

Do I need to add my work experiences to my resume?

REAEH PN LR L7




