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Dressing Etiquette

H LY

B Key Sentence Patterns &3 %58

A Your dressing doesn’t match with the job you apply for.
VR 25 255 55 VR 2 O 1) AR ARFY o

2/ Iron your clothing to get rid of all wrinkles.
RIRERR, FEARBK,

3/ Wear shoes that match the color of your outfit. Black is usually the best.

FHEEFEMKROBEEK, —Bin S RONERIEY,

4} Wear dark colors such as navy blue.

FHREKM, HlIMFEES,
S5} Make sure your hair is properly groomed.

HiE Sk BT

6} Clean your fingernails after neatly trimming them.

BRI ERE T

2} Don't wear a lot of jewelry or large pieces of jewelry.

IR 2 SR BB BR B i

8} Don't wear shoes that are difficult to walk in.

ANEEGFARY EHEE

9/ That's casual and makes me comfortable.

XEITHRRERE, W HRFEBRET R,
10y What do you say about walking shoes?
PRIEFF UL BEE ARE?
A1} You know someone may be allergic to the chemicals in perfumes.

BHEA ABIFEXH KRR T 8.
12} | mean a T-shirt with a pair of shorts and a pair of sandals.

BB T M, SMmeEE.
13} What kind of bag goes with my attire?

- ARE £ BR T A A AR AH AL E 7
4 | think a backpack is appropriate and useful.

g




Chapter 1 Interview Etiquette EIE LY

AR B RLBE A& A o

15/ Generally, in formal situation, boys always wear black suit or dark blue suit with a
white shirt.
—REEXZET, BLBFREIFECTR, FEFR-FOERE,

16} A red color tie is not suitable for interview because it indicates power.
AEIEAESEANFR, HAERMENRN S,

J7; A smile and proper clothes can be the best attractive feature, because they can
light up the whole person.
A Y B RR RS ARRHE, FAENTTME AR X

18) Don't deck yourself up with fine clothes, but enrich your mind with profound
knowledge.
AERAEWHAREREC, MEAMNENTREEAC.

19) Don't wear heavy makeup or lots of perfume when you attend an interview.

T A A E A BT 2 K

B Pop Conversations  £XETA ’

» Conversation 1

A: What would you think if I part my hair on the side?
A little to the left is OK. You should choose a tie to go with your suit.
I fear I would tense up during the interview.

Come on! Just do your best to sell yourself.

What about giving me a practice test?

All right. Now straighten your posture.
Bk KA & LAY

R AES— ST, hEHRAMATREER,
AR E@RX A RHEL B,

A, RABRHBBTHRAT,

SEA BB 4T

ey, LH,

s M e o> W

» Conversation 2

Brian, a company called me for an interview.

That’s great! You need to prepare for it.

How?

Get your hair done at a good hair saloon. Tell them you are going for a job interview.
Okay.

Buy an expensive suit.

How expensive?

WEeows >0

The more expensive, the better.
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Is a white blouse okay?

Yeah, fine. And dressing shoes.
How about make up?

Not much make up.

HEE, HFENINEREXBRXT,
X¥FT! HhIFEE—T,

E2 A&7
FAFER—TF kK, HFeihktesaik,
¥F69,

E—EXEE

% K47

AT AT

b At RATD?

T, FR¥E,

Atk ?

K E,

p» Conversation 3

A:

>

>

gxReE =

Hi, Kate. I’'m going to have a job interview next week. Could you give me some
advice?

: You need to create a good image before that.
. It’s always easier to say something than to do it. What should I do?

For example, you should take care to appear well-groomed and modestly dressed.
Avoid the extremes of a too elaborate or too casual style. This will put you on the
same level as other applicants and make the interviewer consider more important
qualifications.

But I love wearing T-shirts and jeans.

I advise you not to wear too casual a style when going to an interview. Informal
clothes as well as torn jeans and dirty shoes convey the impression that you are not
serious about the job, or that you may be casual about your work as you are about
your clothes.

I know what you mean. I ought to wear right clothes at the right time.

W, P, RTAZHREGKT ., REFLEREEN?
HRERELIZBE—NITFET L,

HRE HBA K, REZELIBR?

Wde, REEREEF, FEFR, BREFERILNEX, LRE2FHF XK
Mg, AR ACEBEELER —KEL, REHXTLRA—LETEY
(IRAeg) Heb&4,

Ar TREERF T Wafo 4174,

AR ER AN AR FEAMERX, FEX 69 RE A B8 8GR 47 R

il s
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TABAER RS THERREGF R, LR ESHFIEOESERFH—
HEE,
AAET . ROARLEEN R,

» Conversation 4

A:
B:

> o>

>D>w

FPP>2D> >02>0

>PP2020>20

Good morning, Tom. What are you doing here?

Good morning, Betty. Since I’ll have a job interview tomorrow, I want to buy a set
of suit and a tie.

Congratulations. And have you chosen them?

Not yet. I don’t know what color I should choose. Could you give me some suggestions?
Of course. Generally, in formal situation, boys always wear black suit or dark blue
suit, and also a white shirt.

I’d prefer the black one. And what kind of tie is suitable?

It’s easy to choose. And what color do you like?

I like red very much.

Oh, no. Red color is not fit for interview because it indicates powerful. How about a
lighter color one?

Okay, it’s up to you. I have no idea about it.

Well, I’'ll choose this light blue for you.

That’s perfect. Thank you.

You are welcome.

F b5, 4, REZXILFHLR? ;

FE3F, NF, BARRKZ LA —AEiX, FARBE—EBRF—FHAF,
AR o ARARBIF T 57

BER, BERmEZR2MEN, FiteR—rEig?

ERTUAH, —RAEEXBHET, FIHRFREXNREELHBE, FHLFH—
% é At R,

BRI ERZEN, HLHXGAT LR EER?

BARIFEBE, AIRER LAME YR

REFERLEN,

FiT, S RESTHRANZR, AACEENERS, R— L HEdofT?

7, —hdthrE, R E—SBMAREA,

AAF, BFEAGEXFREENT!

RKE£7T, #iftk,

R

» Conversation 5

A:

B:

Hi, Alan. I feel very nervous because I am going to have a job interview next
Monday. Could you please give me some suggestions?

Sure. Firstly, it is very important for you to be punctual. Interviewers usually don’t
think much of a candidate who comes 5 or 10 minutes late only to explain that he

‘5.
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could not find the place or he was stuck in traffic.

Yeah, that is very important.

Secondly, you need to create a good image in a limited time.

I will try my best to make a good impression, but it is always easier said than done.

ol 8

I think you should make some preparations. For example, you should take care to
appear well-groomed and modestly dressed. What’s more, try to avoid a too causal
style.

=

Can I wear T-shirt and jeans for the job interview?

B: You’d better not. Informal clothes convey the impression that you are not serious
about the job, or that you may be casual about your work as you are about your
clothes.

A: I've got it. I think I will wear a white shirt with a tie. Thank you for your

suggestions.

w, X, RCEETAREL, BATA—R#KBEXT, HRiEs R —LFig?

LR, Ak, THRAEFTEEZY, XFTEF R LEKLE S5 2] 10 54,

HRA B A KRB Wy R P EHARNRE,

*F, XERES,

ER, R ZAEATRGRE AR LFHGH L,

BRARRXEAGTHIPR, TRUERE HHBEE,

BINA R ZBIF A RE, Witk R Z2ENLEF, FEMAK, 5,

FEF KM E R

K EXET T otsfo 17457

B: REIFANF, FEXRETRALAE R —F AT TERALNF L, X
WA TR SRR FE—HEE,

A: ZE T, REEFOAA RAFT ., HilRGED,

Ll

o>
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B Word Service St

78 7% e iy 34

casual FEX), MEH modestly EMM, ELW
elaborate AhHItEedy, #R6G, H ey posture B4, £E

graceful %8y, XM qualification 4%, AP
indicate  $4E, % - well-groomed RAE# # ¢4, F4EH

B A Few Tips for Job H & A s
ST E ALY

m&ﬁi

F+&FAMN:

1. BIREEX, FEHdFEEe (RAIARTTRN), RARLWEE,
2. 5 RMERAB RGN ELEBENRY,

3. GERREIK W Joth B EATH

e e
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BEEHEREE, KéE,
FERIR! e RAEForR, BXTHRT,
ARG, BE R,

TP T4, BFES,

A F R FREEK,

C BEHALEIAFE,

T+ & RKAMN:

1. REERXRA A REERRER,

2. BB, BINERELETHE!

3. AERXREAY, BHALEMREAL,

4, BB EHEBLEK, RELE (RRRIBL), ML FEM L%,

5. Aok, BR25BKESEL, (REFAP RS, FREBRXEA
W) ,

6. Mm@, RFRNIAZALRTLOLZKRFILENSE (R, B
HEF)o

7. feHc KM, BT KA

8 MAFKNFLFRREMEK,

9. BREHALOLIAFE,

FEBEAPLERTHSFERAE, ABFEELLEARIMARX, ARLLESR
FRMEELRARA W, EANLLN TRAHFFFHFEHE, BRAEFR
B, 2V EFFAE (BAKAR) RPHAHY, AREFHLABAE (X5
) EHE ARG RRRET . FHSERRARLERATEARRGARIAKE ZHT8
&K,
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Greeting Etiquette
] % #L AR

1} How do you do?
(i 33
2) I'm glad (pleased) to meet you.
BRI
3) I've been looking forward to meeting you.
R— B E MR E
4/ It's a pleasure to meet you, Mr. Tom.
RE X EBR, HEE,
&S/ How do you do, Mr. Wen. Glad to meet you. Just call me Bill.
TREF, SCHEH, REMARIR, FREEMIER ELZRIE
&) It's nice to make your acquaintance, Mr. Peter.
HEMARIR, BE5%E,
2} 'm very glad to have the opportunity of meeting you.
AHLSHIRILE, BRARRE.
8) Excuse me. May | see Mr. Smith?
XEARE, BT LA s e g
9} How do you do? I'm Mike Anderson.
ReF, REER - LR,
J0} Just call me Lucy. Everyone does.

MBI T, KRR 2,
4l I'm Mike Li. Nice to meet you.

HRB - 2, MEMLBIR,

12j I'm sorry I'm late, but it was unavoidable.

ik, BRE T, LERTERR,

13) Excuse me. I'm John Grant from Cambridge.

SRR, RREAFRLH - 424,
14 Hello! My name’s Lake Kirby.

IR



Chapter 1 Interview Etiquette Eit{L{ —

PRYF! A FIIRTE - FIR I

15/ How do you do? My name's Charles Ford.

RaF, REEFETET - 1B,

J6} Hello! Isaac Livingstone.

PREF ! CRETE - FISUHTIE

J7) May | introduce myself? Donald Ervin.

WAFRARNA: HNE - B

H Pop Conversations  _AXRETT ’

» Conversation 1

A:

D> >0

You are Ms. Julia Wang? I'm Peter Lewis. Sit down, please.

Yes. Thank you. Nice to meet you, Mr. Lewis.

Well, why don’t you begin by telling me a little about yourself?

I graduated from Fudan University three years ago. My major is International Finance.

HRRRF I - T 3807 BT - X HHr, HA,
A6, M. LBGRS, NHMEL,
ARBNGB—THhaTrE,

B3 FWMELTHLERY, AW+ LR ERLE,

» Conversation 2

2R B0 >

EWr020R >

Excuse me. May I see Mr. Li Ming, the manager?

I am. What can I do for you?

I’'m here for an interview as requested. Nice to meet you.

Nice to meet you, too. Please sit down.

Thank you, sir.

We have received your letter in answer to our advertisement. I would like to talk with
you regarding your qualifications for this position.

I'm very happy that I'm qualified for this interview.

BE, HI RN E N A

AA#HR, RAEHL2F?

EA BB G EF AT R T K e, I ERFZH %,

RAARZG S, F,

Wi, k4,
EMEZKEBRAFEAN T HGETAZ . RN RBFIRG B AHFD?
KT HAREFIANAB AL,

» Conversation 3

A:
B:

Good morning. May I help you?
Good morning. I'm Zhang Ming, coming for an interview with Mr. Chen. We made

)«
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B:
A:
B:

Ll il

an appointment yesterday on the phone. Is Mr. Chen available now?

Oh, yes, Mr. Zhang, Mr. Chen is waiting for you at his office. Just a moment,
please. T’ll let him know you’re here. Mr. Chen asked you to go up to his office. It’s
Room 203 on the second floor.

Room 203 on the second floor.

That’s right. There is a lift at the end of the corridor.

Thank you.

FLiF, AHZ2FD?

FE¥F, ZPKA, RALGAE S B XY, RNERXRELELLHET, K
S A ILAEA B Ia) G ?

o, HEE, KA, RAAEERGHANAELFRE, FHIE, REFERER
AT, RAAEKRIAEIIE L, HAE2H203 58,

2 4 203 51,

R, AR EH,

Wk

p» Conversation 4

A:
B:

A:

>

> o>

B D 2R 2

> o>

Good morning. I'm Lydia, the manager of the company. What’s your name please?
How do you do, Lydia. My name is Ling. I’'m coming for your advertisement for a
trainee.

Well, for this job, we need people to work hard. Do you think you are suitable for
this kind of job?

Yes, I think so.

Okay, tell me something about yourself.

I majored in Marketing in college. I worked part time at Direx Company as a sales
assistant last year. I'm good with people and have excellent communication skills.
Good. Do you have a resume with you?

Yes, here you are.

Thank you. We have your contact information here. We’ll get in touch with you as
soon as we make our decision.

Fh¥, RAWEE, XRNFHERE, Kotz 857

hiF, M T, K™%, RREELTHH A,

St FXATHEERMNE Z2FRTFEHA, RIAAKRESIFG TFD?

A8, RBEET,

e, FRRBARGHE A,
EXFRIGTHEHT, T FRESAMAI BRI RXRHEENE, RRTA
ki, HFEARFHXIRES

e, R HATERT 7

FT, B,

D, BEBRARGEAFTX, BNELEEBREE L ERKA,

.10 -
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p Conversation 5

A:

>

> o

o

Wi B W >89

W W

Good morning, sir. My name is Li Hong.

B: Good morning.
A:
B: Yes, so you are Miss Li, one of the applicants for a secretary. Now we do have the

I received your letter yesterday. You told me to come this morning for an interview.

vacancy. Sit down, please.
Thank you, sir. The office here is very nice. I think the business of your company is
very good.

. Well, not bad. May I have a look at your references? OK, I'm quite satisfied with

your qualifications. Our company is in need of a secretary to be in charge of English
documents. Since you have had nearly four years’ study of English at university, I
consider you the right girl for the post. Are you still studying at university?

Yes, but I’'m graduating in early July. In fact, I’m writing the graduation paper at the
moment.

: That means you can come to work in the middle of July if I hire you.
: Right.

Of course I'll have to put you on six months’ probation first. Another thing, I hope
you can carry on the daily routine even if the office director is on leave or absent. Do
you think you can do that?

I’m sure I can do it well. I’ll try my best.

You can expect to get 800 Renminbi yuan per month for your salary. In six months’
time your salary would be adjusted. Naturally, at the end of each year you can get the
bonus. If you are satisfied with the conditions here, please sign this contract and give
it to me.

Thank you. When do you expect me to start my work, then?

Let me see. You can start on July 10. Is it all right?

Yes.

F 3, A, A F4a,

L5,

BB E0E, B EASREFRER,

2, MAKREFNEL, PHEAFEG, LDERNX —RIEH R T8, FL,
Wi, At XENANZRLER, RBERNLSGEFTRNE,

B, ERE, REA—THROGBERD? &, KGO TRMEBE, KRMNA
S FEABBERETEELI S, W TIHRCEZERFFTERS 4 F0HHEE, R
KA RESZIANARAL, RALLELFD?

A8, FERTAMKELT , EREAAEEEF RV H I,

MR, WmREBEAK, RTAFPHHTARLERT,

s
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FAEMZRLELE B F T4, RIAS RSB D2
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