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tuational Dialogue 1.

Su Fei (female) : applicant; Steve (male) : interviewer

Su Fei: Good morning, sir. I am Su Fei. Yesterday Mr. Steve
told me to come for a job interview this morning. Is he
available now?

Steve: I’m Steve. Nice to see you.

Su Fei: Good morning, Mr. Steve.

Steve: Good morning, Ms Su. Take a seat, please.

Su Fei: Thank you.

Steve: We have been looking over your application. I see you’ve
got several years’ experience in secretarial work. What
kind of work did you do in your previous job?

Su Fei: I mainly did typing, filing, answering telephone calls

and such routine work in the beginning. I started the
job as a junior secretary, but within the year I was

promoted to senior secretary of Southeast Company. I
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drafted business correspondence for the general
manager.

Steve: Then what’ s the reason that promoted you to leave

Southeast Company?

Su Fei: Last month the company moved to Guangzhou for
further development. 1 was reluctant to relocate
because I love Nanjing so much.

Steve: Tell me what you know about our company.

Su Fei: Your company is the leading dealer in the import and
export of cosmetics. Also, you have a reputation for
being a good company to work for and you are in last
year’s Top 500 Employers list.

Steve: Tell me three positive qualities your coworkers would use

to describe you and your work style.

Su Fei: First they would say I am very punctual. Secondly
they’d also say I am a cheerful person to work with,
for I don’t bring my problems to work. I try to have a
positive attitude about work. And thirdly, they’d say I
am flexible. T accept changes easily.

Steve: Tell me something about your education.

Su Fei: I graduated from Yangzhou Junior College. Now I am
attending evening classes in Nanjing Radio & TV
University three times a week. My major is
International Trade. 1’ve already passed over half of the
compulsory courses and five optional courses, and
expect to receive a B. A. degree next year.

Steve: I see you are an ambitious young lady. 1 wish you can
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make greater progress in the future.
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% Nates

. Available: (of people) free to be seen, talked to, etc.

(?Ek)ﬁgz”l}r‘]ﬁ@,ﬁf’%ﬂﬂ@’ﬁf'—jz&iﬁﬂg

Routine work: usual, fixed, or regular work

BilAT TAHE

Draft: make a preliminary version of (a do¢ument)

BE, mEH O

. General manager: manager who is responsible for the affairs

in general
S
Reluctant: unwilling and therefore slow to co-operate, agree, etc.

A1E R  #3R

Relocate: move to another place

A AL

. Positive: showing confidence and optimism

HASH, SR AY
Punctual: doing something at the agreed or proper time .

HERS B9 5 5T B B9

. Flexible: easily changed to suit new conditions

5 1 oL 1 G RG> BT AR E A . RIE Y

. Compulsory courses: courses that are required to take
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11. Optional courses: courses that you can choose to take if you

want to
HEBR
12. B. A. degree: Bachelor of Arts degree

Sy

Cultural Squane

Emotion quotient (EQ) is a term used to describe your
ability to understand and manage your own emotions and of
those around you, and also your ability to demonstrate self
discipline when responding to emotional situations.

For the last century our entire capacity for intelligence as
human beings has been measured by IQ — Intelligence Quotient.
IQ is a measurement of such things as mathematical and spatial
reasoning, logical ability, and language understanding. 1Q does
not measure important things like life experience, wisdom gained
through experiences, or personal qualities like being a fantastic
friend, a loving and devoted partner or a contributing citizen in
our communities. Research on EQ began in the late 1980s. Many
psychology experts view EQ as a scientific study of social
behavior and relationships.

Your EQ is an extremely important factor in you living a
happy and fulfilling life. A high Emotional Quotient ensures that
you can make healthy decisions about your life, have happy and

healthy relationships and care to those around you. With
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awareness and effort, your Emotional Quotient can increase over

time. The key is learning how to tune in and identify your
emotions, then taking responsibility and ownership for them.
Every time a strong emotional reaction threatens to cause you to
react to a situation poorly is your perfect opportunity to develop
a higher Emotional Quotient.
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Lisa(female) : applicant; James (male) : interviewer

James: Tell me about yourself and your past experience. %
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Lisa: I have worked as an executive secretary for 5 years, first

for trading companies, and now I am working for a
trust company. [ interact well with peers, clients,
administrators and bosses. I thrive on challenge and work
well in high-stress environments.

James: How are your typing and shorthand skills?

Lisa: I can type 100 Chinese words a minute and take dictation in
English at 150 words a minute.

James: Can you operate computers skillfully?

Lisa: Yes, I can. I have received some special training in
computers. Besides I am good at operating common office
machines, such as fax machines and duplicating machines.

James: Sometimes we are very busy and need to work overtime.

How do you feel about that?

Lisa: That’s all right. But could you tell me how often and how
many hours I should work overtime?

James: It just depends. If we have important visiting

delegations, you have to stay with us. It’s not unusual.

Lisa: Mr. James, 1’d like to ask you a question.

James: OK, please.

Lisa: What specific duties would I perform if I am hired?

James: Nothing different from a secretary’s common responsibilities.

However, you know, our company is an international
trade-oriented company. Can you handle English pabers
and write English correspondence?

Lisa: Yes. I am specialized in English secretary studies at college
and that’s one of the main parts of my present job.

James: What are your salary expectations?
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Lisa: I really need more information about the job before we

start to discuss salary. Maybe you could tell me what is
budgeted for the position.
James: The starting monthly salary would be 2,000, with rises
after the half year according to your competence.
Lisa: I think it’s acceptable and I really like the job. And when
can I know the decision?
James: We’d inform you of our final decision by early July. Do
you have any other questions?

Lisa: No. Thank you for the time.
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% Nates

1. Peer: person who is equal to another in rank, status or merit
CEW % A 825D F% 8 A R 6F

2. Thrive: grow or develop well and vigorously; prosper
HPH K R B

3. Shorthand: a quick way of writing and uses signs to represent

words or syllables, used by secretaries and journalists to




