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Part One Job Interview By

1,
Inquiring the Positions ¢
i) o) HR {0 1;
(1]
it
i |

I noticed that you advertised a job in this morning’s newspaper.

REIFNESRHRE L TIRHHEB &,

I read your advertisement and know that you have a job vacancy for an Eng-

lish editor.
RETHRNGBET &, BARNBE—BXURE,

Please get me through to Personnel Department.

HHREEATH,

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

HITRIERERE H— FERA AN LIEIZ,

I'm calling for the accountant position.

REEH— FHHRAHER.

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

AT E LR A — T #HELHX N RO HEEMEL.

Pm asking about your advertisement for a shop assistant in today’s news-
paper. .

AT A RAE D RN IS KRR L FIR ARG E A —R,




I saw the information about the vacancy on your company website.

HERA TN LB BIMHEBER.

Shall you need an experienced desk clerk for your hotel this summer?
RS S FRPRERE L HZRE SR A
Is the position still available?
X AERAL IR 25 gy 7
Do you still have openings for the computer program designer?
RAFZRAHEVERF R K257
I'm looking for a job. Are there any vacancies?
HER T, ERRI1H 2= kg
We need an accountant in our Finance Department.
BRAHIM 5 3B — 23t
_ I sent my application a week ago and I wonder if you can have an interview

with me.

—EBIR, BE T RBE , RO E N RIFE R,
I'd like to come in and apply for the job for the bank clerk. Can you help me?

REK B HFHETHA R, REEBBIRG

I'd like to know if you need any full-time secretaries.

REMERINEERESBHE,

Do you have any job for a part-timer?.
IR BRI G?

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

REMTH B BIER—L80F, 2 50% 77

Learning from Mr. Chen that you are looking for a sales manager, 1 would



Part One Job Interview

like to apply for the position.

MBRSFHEABR, BA B EAERE 20 5258, RIBHHLH.

I'll make an appointment for an interview for you.

R IR L2 — A EK AL

Would you like to come here for an interview?

HIB R ERG?

A Hello, may I help you?

B: I'm calling about a'job opening in
your company.

A Are you here for the position adver-
tised in Beijing Times’?

B: Yes, I am. I'm very interested in
that advertisement about hiring a Sales
Manager, and hope to know a little more
about it.

A: What kind of information would you
like?

B: Well, first I would like to know if

this position is still available.

A IR, FEG?

B: RITHFERREERN—THER
AT THENS,

A: REACEENR) BH) &
T R A IE ?

B: 2, RIAEEHELHE
EHBNE, REE T H—o
A: RE TR A%

B: B, REMEXNMRARSE
BHEZEbkR.
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A: ZH, XA Z R,
B: XiFT! MARZEHHHE

A: Yes, it’s still open.

B: Terrific! Then how should I apply

for? We?

A: Oh, we need your resume, health ;| A: MY, RITEBERIBE , ARH
report, three hatless photographs, a @ 45,3 &R HE UK — SR
performance report and several letters of | {&FULA RS, WETRA =280
recommendation. Would you please | &R,

send them to us by next Tuesday?

B: % RB, B,
A . Bye-bye. POA: B,

B: Thank you very much. Bye-bye.
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Key Words lﬁiﬂit

job opening BRI 75 fik

hire J& ; 8 A

available Z5 R

terrific BER T ; {#4R T
apply for B

resume {8 5

hatless photograph %5 A

_ Conversa

LA BRESAE, EH AT
1z 0] %

A International Trade Company. How

can I help you?



Part One Job Interview

B: Hello, I am calling for the External
Relations Commissioner position. I saw
the information about the vacancy on your
company website. Is it still available?

A ; Thank you for your interest. The po-
sition is still available. Have you al-
ready sent your CV to us?

B: No. Not yet. First I want to check
about the availability and see if you
could give me more information.

A: It is quite urgent for us to fill this
position now. And I would like to stress
that English is a must because of the in-
ternational contacts and most likely trav-
eling abroad very soon. If all this is not
a problem for you, I recommend you to
mention this, and send to me directly.
B: The notification period of my current
job is not that long and I am quite profi-
cient in English. I am happy with trave-
ling abroad as I am good at dealing with
people from other cultures; it makes the
whole job even more interesting. T will

send my resume this week.

B: fRiF, RN EE R — NG
W—TF , RAESAR MY LB
FIRIBME B , XN IRALE 2 BRAG ?

A: BiBRERIE, XMRATIR
R RARINATRRRE THG?

B: # A, RELEMINTREE
SR, RERBARRH—EME
Bg?

A: BERMBREAR ARMX M
T, REBRAHREIGERER,
AARMNBELEERR S, HE
MRELRESH 2, MREF

R R, REDURTERIE PR E]
X—/A LI EEHERSE R,

B: AT AR REE 2B THE,
RIFBEMRAL. REKEHSI
Hi2, EARERK SARXHER
MAGE, TN TEEAR, X
FAREEE ISR
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D

.'f;i"gf.’f’ LXpression

commissioner #hE% 5
CV = curriculum vitae 55 () , M ABH
stress SRR ; HE
notification EH 4% 45 ; 5 5145
proficient I3 i ; B GR i

A: Good morning, I'm phoning to en-
quire about your advertisement for an
English editor. I saw the information a-
bout the vacancy on your company web-
site.

B: yea, we need an English editor, the
position is still available.

A: What do you see as the priorities for
someone in this position?

B: English is a must for this position,
and also working experiences.

A: I feel I am competent to meet all the
requirements. Can you grant me an in-

terview?

A: B b, RATHERBM H—

FHRRMET EHB A 2E
REHHE, RERATDHRY
FIHBEER

B: B, RITBE (X458,
XA BRE R

A: BIERBXARAEEES R
i

B: KERUFHER, REHT
2%,

A: RAGHERATAMER, 7
PLARE XML G ?



B: OK. Could you come... er...
about three o’clock in the afternoon next
Thursday?

A: Well, actually four o’clock in the af-
ternoon would be more convenient for
me.

B. All right, four o’clock next Thursday
then. The address is Green Glass Build-
ing, Government Road, and the name of
the firm is Globe Office Limited.

A Thank you very much. I look for-
ward to meeting you at four o’clock next
Thursday. Good-bye.

B: Good-bye.

| B: M, BEEARE TRET

P33 RABRERR?

A; B BTSSR RFKRE
L EE,

B AT, B TR 4
BT . M AURBRRESRAE 2
LR B RATL

A KBRET, RFT RSN
T4 ABESE, B

enquire ][] ; 2L A

vacancy Z55#; Z

priority 5 ; B A 5 PR 5L
competent 7 877 ;s BET Y
requirement R ; B KM HLE
convenient &L ; 7 I s BRI

el
L8

-

[ B




Tip 1: I’'m calling about a job opening in your company.

I'm calling about. .. HFTHIFERBFH(ELTF) -

4N: I'm calling about the order.

RITRIER BT WITHREE,

Al ah A

I'm calling to FFTHIEEAL - -+

4: I'm calling to cancel the meeting for tomorrow.

FATHRIEREBUE B R &1L

Tip 2: Pm very interested in that advertisement about hiring a Sales
Manager. . .

be interested in sth. -« JBRIHR

Pm interested in music.

BRI E BN,

be interested in doing sth. J& be interested in sth. 3145 37 i, BR =
5 X oo BRR , B — R A LUK RO B 4F

be interested at sh. FEFTH A

The handsome boy is very interested at a girl.

AL B BN T - B,

Tip 3: 1 am quite proficient in English.

be proficient in %38 ; B4 45 ; — )= M (at;in)

She is proficient in/at figure skating.




