You CAN
OPEN YOUR
MouTH Now!

€=

3
»

g
et

HRS T O meEE | il =

1R % AFREI NI K27
17 —J
BOEE

AL, AR

“TEFOR" FRMED,
“BEEA)” NEIEH.

2V gk oEzt e

LRI04 TRk

FEAE

A—ANE)F T VA AR
Mfe, RAFTVAME] T e

L ERZSEm, wEHA?

& g

E g







DA
YouCaN

OPEN YOUR
MouTH NowW!

¥ 40 ¥ ¥ Robert Ploeger
4 HO P ik EEW

RIEFET AR



Pl 5 7E it H (CIP) ¥

O SR S, () SR
(Ploeger,R.) F 4. — Ki% : KEF T A2 H Bt
2010.7

(EEIFE B RS)

ISBN 978-7-5611-5601-8

1. O T.O%:- Quf-- M. OE - 1135
V. DH319.9

o R A P 3 CTP B 4% (2010)45 115131 2

R TR H it i
Motk : KRR 805 HRELARS : 116023
KA7:0411-84708842  F:0411-84703636 {4 EL.0411-84701466
E-mail:dutp@dutp.cn  URL:http//www.dutp.cn
R 3% 3 BRF 5 B R A BR 2 ) B A KB T K2 R AL & 4T

W& T ST : 145mmx210mm Efik . 10.75 FH 343 T+

E%L: 1 ~ 5000
20104E7 A4 1 R 201047 A% 1 KENkH
TR TR - ZE e

FH BT AR G E LK

ISBN 978-7-5611-5601-8 FEH:26.807T



Hij

=

Proface

AR S WK 20 R 4 DR S 52 A i B A B8 SRS 0 Y
Al

“BEEIGE— R R E T E KRR T H W
— KM, BRESTHT LA EE, B2
“How are you doing?”, [/i3R S B8 A AL Hb (] 24— /)
“Fine! Thank you! And you?” 1R £ A # &4 Bl . A
24, BIIABE S ZINERECI = IS8 A4, A
mANE AT SR R EEAERE R Ii4, BATH
‘Yol RAERT , A R R B AR R R
1B KR P AR A A BB v TR, Bk w4, H
REFAR BN, X S REULAF JE | IEX AR, AN fE A&
i, e RHA, REEEREE, —BRA. AHMENT
RESGE BTG ORE B, BRINERAIELE
) — BB IE A PE BB RE

o AE— BE SN FE BOUM IR B, o E % 4 “have good

memory s ANAIIA X RF I, RS . nfal AL
BRI IERTGRIE)E - T oS, LR h

AT, — AP B TR S AN TR, B IR

N HEREEINE, AEHRA L — ERE—4K
BT — BAT L MEEE A RS . B

I, ERERTE T IEE DB A, 1 B ARIR A SE

U Atk 80 DEDE AR, B4 TR 0 AL

i

-ﬁﬁ 1-



MR A S AN B AR B BT R A B R4S T AL, AT LA Rk
FHERG PR —Le g R, = XA RmAE T/ NACEARN . #
F ) =17 3 A2 Monica, Lucy, Francis #5/2 4t ABC Company ] 5
To fefTAZEES mmK, 5 Ealvasd, SR, A3, g, wpx
ESFRISEMP IR BB JRAT LSRN, 454 3 X bt
T 7 S 7 95 T P b A e 5228 B e G — i, I T b 2 4B 7
B @i &R IeiE Rk =, R MNxT AN, MEAAKRE
B3 B X 2 A ) 3 i T Y B S R A S SR 2 4

A AR B LR P R AT BB T, SR UL A B 31 5 PR
FAE) , Bt B Basy B3 ; FH 5o 6 sth T8 19 57 , BORUE A HP ] ik
HIBETE s R 7 , BB B A PRI S8R

— AU AT BRI IR D —E S A . S A
FOEWRAFRBE AFEIR AT LSS, RS a0g? 5 - ARESF
1 HjnEs !

BRI 1A !

G H
201046 A

BIS 2
















onica{TH#HM Ik, HABEHA—RI & ,,,,, - =
MEMIE, EHORRZE - REEBRgL = 1 -
T4 XSBIFAERR, BHEREELRINE, o




% fhth L3 R B IR, S

3 4k B B LA 4G AR EOA AEAT 69 Bk Ae

¥ kA 4ol B AR7 Monica B T A4 ot AT

Tina:

Monica:

Tina:

Monica:

Tina:
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I am looking for a job! & & h &2 &

Hi, Monica.
everything going?

Everything goes well,

but I am thinking about

quitting my current job.
Why?

satisfied anymore?

I just sense that I can not
grow any more. My boss
is not really supporting
me. I am interested in
some positions in other

JV companies, but I need

to do some

in-depth research before

I send my application

letters out.

That is important. Doing '

research on a company
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Monica:

Tina:

Lucy:

Monica:

Lucy:

Monica:

you are interested in will :

definitely  help

application.

Certainly. It is very nice
talking with you. But I !

really have to go now. !

Catch you later.
Okay! Good luck to you!
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Calling a company 7 & & %%

ABC  Company. Myi

name is Lucy. How can I
help you?

Hello Lucy, this is

Monica. I am calling for

the accountant position. I

saw  the

about the vacancy on |

your company’ s website.
[s it still available?
Thank you for
interest. The position is
still available. Have you
already sent your CV to
us?

No. Not yet. First I want

to check about the

information !
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Lucy:

Monica:

4

availability and see if
you could give me more
information.

It is quite urgent for us to
fill this position now.
And 1 would like to
stress that English is a
must because of the
international contacts
and most likely traveling
abroad very soon. If all
this is not a problem for
you, I recommend you to
mention this in your
cover letter and send it to
me directly.

The notification period
of my current job is not
that long and I am quite
proficient in English. I
am happy with traveling
abroad as I am good in
dealing with people from
other cultures; it makes
the whole job even more
interesting. I will send
my resume to you this

week.
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Monica:

Lucy:

Monica:

Lucy:

Monica:

Lucy:

-

E-resume or paper resume? ¥ 3 R h 24 BRAR A

e ARG B, R, K

Hello! Lucy. This is
Monica again. I have a
question. '
Please ask.

I was wondering which
kind of resume do you !

prefer, an e-resume or a !

paper one?

For this position, we prefer
beginning. Please send it
to our department’ s e-mail

e-resume at the

box.
Okay. Thank you!

You are welcome.

- K el i Al = = B R

P

w_ﬁo &ﬁ_’/l\rﬁ.lﬁo

%]"#o

SEWRF T 1) 4R 1] 75 2 W b fe

B

P, Wi AR Y 7

X F RSB, &
THRFA TR Z T
Pk . EAEIREG TR P &
BIRATH NI A G
o

BEPRR UFE .

0

A&

Part 1 @i 5



v

% You need to know some tricks in writing an
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1 check the Want Ad in papers every day.

BRREE MBI

It takes patience, confidence and some luck to find your desirable job.
T — RO IR T, FEm O . AR R,

I want to be an accountant in a JV company.

BME—FARARMEIT.

1 want to work in the market department in a foreign company.

FAAE— MRS BRI AR
I would like to work as a programmer in the IT department.
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- I am looking for a secretary position.
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Economy is in a slump. I.t is safe not to oo e Javeliobl] 2

. change your job. TR
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I enjoy my current work very much. [.nautifi'keifen] n. il %=
ﬁfﬁﬁg’xﬂ&ﬁqifgo i resume [rezju:mei] n.
I really need a change. LR
BT A IR, slump [slamp] n. &i&
pa s e consult [kan'salt] vt.
vi cfve my job soon. S
iR '&ﬂ%’%ﬁ/ﬂj}  professional [pre'fefani]
I'tgave quitted my job last month. nERAta LM,
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~ inviting resume.

B 3 | R ERE 75 05
;You can consult professionals about how to write a smart resume.
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I have downloaded templates from the internet.
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have an English resume.
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In the first telephone communication, you should never show you are
overexcited or desperate to get the job. It is not always a must to be the
first reacting to a job vacancy. Anyway the employer will wait some
weeks for receiving all possible applications before making its first
selection.
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If possible, try not to leave your current position until you found a new
one. The pay of the new job and conditions of the new employment
contract might not be so good as you anticipated. Also the whole
process of the job search might take a longer time than you have
planned. If you have already resigned from your previous job, but you
still have to pay for mortgage or children education, you get
unnecessarily under pressure and probably will accept a less favourable
offer as you might need now more of the cash instead of the job itself.
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