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Preparedness

Unit 1

u/ -Don't put all your eggs in one basket.
Jl\ -Don't look a gift horse in the mouth.

1. I noticed your advertisement in last week’s paper.

2. What’s the necessary qualification of the secretary?

3. I'd like to know more about the position of sales manager.
4. 1 want to be an accountant in a foreign company.

PNt
vl

). Could you arrange me for an interview?

A: Hello, this is Tony. May [ help you?

B: Yes, Id like to apply for the position of Sales Manager. May [ speak to
the Human Resource Manager?

A: Speaking. Where have you learned our recruiting ad?

B: I’'m responding to your ad in today’s Shopping Guide. I have a bachelor’s

degree in Business Administration, and I have worked in this field for

three years. And I believe the position of Sales Manager is right up my
alley.

A: Very good. You're the very person we're looking for. By the way, which
university did you graduate from?

B: Huazhong University of Science and Technology. Could you arrange
me for an interview?

A: How about three thirty tomorrow afternoon?

B: That’s OK for me.

A: Perfect. Please bring with you all your certificates, including your uni-
versity diploma, degree certificate, qualification certificates, your 1D
card and two recommendations as well.

B All right. Thank you and see you tomorrow afternoon.

A: Hello, may I help you?

L Eileen 75\
right up one’s alley 1R }
BEREABEBA A 8

alley B REHN/NE,

—REBAEXRDENGEHE, 2

EARIT RN right up one’s
alley, EBIREMZ . Ri&

BRI A BE,
One course | know [l ;[w

‘4
|
)

take is advanced computer
programming. Funny—a year |
ago | was afraid of computers. |
But once | tried, | found that |
working with a computer is |
right up my alley. & %08 B
—1ER—EELH, B |
EENBNRE, BBOE, "
—FH, RRBIBBW,B |
2, 7T, %M |
%D%HM}IQLN?E%LEE*T
BIEBEEN,

SeE d "7'1; = .
Wﬁéﬁmuﬁgiwi 2 Inquire about the exam information

B: Yes, I'm one of the applicants for the sales manager. I'd like to know more about the test.

A: Please come to our company at 8:30 tomorrow morning and the test will be held in the conference

room on the eighteenth floor.

B: Well, what’s the testing range? Could you tell me that?

A: Don’t worry about the range, that is to say, everything is possibly tested, of course, mainly about sales

planning and management, psychological quality and writing ability.

B: Oh, I see. Could you tell me how long the test may last?

A: The applicants will be given three hours to finish the whole test, but there’s a break between the two

sections.
B: Thank you so much.

A: You are welcome. See you tomorrow.
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English Follous Me
glis

RIFEIE

. Personal Information
Unit 2 f

o7 -Don’t put the cart before the horse.
mUL -Every cloud has a silver lining.

L. T know you are not a resident of Beijing. Where is your
domicile place then?

2. I need some information about you.

3. Are you married or single?

4. My domicile place is Anhui.

RS 1R AV ‘ Self-introduction

A: Tell me a little bit about yourself.

B: My name is Steven and I live in Shanghai, I was born in

1980. My major was Electrical Engineering.

A: What kind of personality do you think you have?

B: Well, I approach things very enthusiastically, and I don’
like to leave things half-done.

A: What would you say are your weaknesses and strengths?

o}

: Well, I'm afraid 'm a poor speaker, however I’'m fully aw-

2 Eileen 5\

a one-horse town MER/\NZE |
one-horse fown IFTEEBE R
B CEHNE, BT E/NXEE |
N5, UERINFNE—KEE, 4 |
R BERNE A/ NEFRZB U
BEm/DREE, — TR\ BhirE
ERBE—RIAKRKIT,BRAIIEES
& F3 one-horse fown 15X #E—3% |
ENZE, ‘
HABS horse BXx8 I BREE i
M5 :Horse-and-buggy days B2 |
EHZ 3, be on one’s high horse 8 |

are of this, so I've been studying how to speak in public. BRUBSEH BOMMA, i

But I suppose my strengths are I'm persistent and a fast-
learner.

A: Do you have any licenses or certificates?

B: I have a driver’s license, and I am a CPA (Certified Public Accountant).

A: How do you relate to others?

B

: I'm very co-operative and have good teamwork spirit.

how One's ( ApabilitiesNg /%] you please say something about yourself?

A: May I come in?

B: Yes, please.

A: How do you do, sir? I'm Jessica. I've come for an interview as requested.

B: How do you do, Jessica? I'm Danny Wang, the office administrator. Please take a seat.

A: Thank you, Mr. Wang.

B: Now let’s get down to talk. First of all, would you please say something about yourself?

A: It's my pleasure to do so. I come from a one-horse town in the west. I am twenty-one years old. In
1992, I passed the National College Entrance Examinations and was admitted into Guangzhou Institute
of Foreign Languages as an English Major. I specialize in English Secretarial Studies.

: What courses have you taken in English Secretarial Studies?

>

: I've taken such courses as Secretarial Principles, Office Administration, Business English, Public
Relations, Etiquette Study, Psychology, Computer Programming, Typing, Stenography and File-keeping.
B: The secretary should be able to undertake normal secretarial duties and to process data through the
computer. Reliability is more important than a high educational background. Can you exchange
information of all kinds via electronic mail?
A: Yes,I can. m familiar with the protocol and procedures. I can also develop programs to solve your
company’s problem if necessary software packages are not available.

- 004 -
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x Education Background
Unit 3 =

o +A little knowledge is a dangerous thing.

% -A watched pot never boils.

1. Tell me about the main courses of your major in university.

2. How about your academic records at college?

3. My major is Business Administration.

4. 1 take more than 40 courses in university, including International

Trade, Marketing Principles, Sales Management, etc.
Wi

-

hirl | . What was your major at university?

Kakal ,\run‘n.

: What university did you graduate from? And when?

= >

: I graduated from University of International Business and Economics
in June, 1995.

: What was your major at university?

: My major was Economics and Trade.

: Please tell me about the courses you completed at university.

=== -~ I

: I completed English, Economics, Accounting, International Business
and other business courses.

: What degree have you received?

: I received a Bachelor’s degree.

: What was your graduation thesis on?

= > W

: I did my thesis on “China’s Business Relationship with America”.

: Which school are you attending?

: I am attending Hubei University of Technology.
: When will you graduate from that university?

: This coming July.

What degree will you receive?

I will receive a Bachelor’s degree.

: What is your major?

My major is Business Administration.

: How have you been getting on with your studies so far?

W TR TeE > W

coming July.

>

your work in this institution?

J&ilwn %"Iﬁﬁ\

t 05, B

stond out XTI BEX
EH21TA, 7 stand K] out
ZEE—TEINS, el
213 outstanding B W £ R
% ,outstanding BB R AR
B9, BBA stand-out VAR B
BIISHNALSEDS .

Lb5h, HBS stand Bk
BIBREIBEE .a stand-up
guy, REBRINAITHANNF
stand sb. up Z2INVKE AR
A,

3. How have you been getting on with your studies?

: I get all A’s in my courses. I am confident that I will get my Bachelor of Business Administration this

: Well, you're real a stand-out. And how do you think the education you’ve received will contribute to

B: I have already learned a lot in the classroom and I hope to be able to make practical use of it in your

company. My specialization at the university is just in line with your deals with. I am sure I can

apply what I have learned to the work.
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Career Skills

Unit 4

Y, -Haste makes waste.

. Have you gotten any special training in this field?

. I have received a Certified Public Accountant.

N -He, who laughs last, laughs longest.

- I have hands-on experience in system development including system analysis and design.

£ W N — pom

. I have received an Engineer’s Qualification Certificate.

N R R~ R

=

> T > % >

. What special skills do you have?

i

: How many years have you had the driver’s license?
: I have two years’ driving experience.

: That’s good. What special skills do you have, can you tell me?

Microsoft Excel.

: What computer languages have you learned?
: Visual C++, C and Delphi.

: Have you gotten any special training in programming?

: Have you done office work before?

Company. That’s where I work now as a secretary.

: What do you exactly do at that company?

: Typing letters, answering phone calls, arranging conferences and

things like that.

: Have you had any experience with computers?
: Yes, I can process data lhrough the computer.
: That’s fine. What about operating duplicator?
: I can handle them without any trouble.

: Sometimes we have to work long hours if something important

comes up, and we often work overtime. Would you be able to do

that?

: I think so.

We'll inform you in writing within 2 weeks if you are accepted.

That’s all for today. Thank you for coming, and have a nice day.

: Thank you. Goodbye.

- 008 -

: Have you obtained any certificate of technical qualifications or license?

: Yes, I have received an Engineer’s Qualification Certificate and a driver’s license.

: | have experience in computer operation, proficiency in Microsoft Windows, Microsoft Word and

: No, but [ have database programming experience and network knowledge.

What do you exactly do at that company?

: I worked as a junior clerk with a bank for 2 years. That was my first job. Then I joined the ABC

J Eileen %Ilﬁiﬁ?\

PURSKAgR

HIIRZBAX have a nice
day XMIJBEHAREE, BREY
REREMBR? XTER=1
FRLLEHRXEERNIHED
T&BEEH TGN R, T
&, ,have a nice day EZ K
NETNIRENE , AEERE, 5B
BUAR BB E, ANEEN
HREB M EBINRAE R
have a nice day, X GIEEER
MIEDFHRRERN, BT
HEBINER,



