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Education Background

(/ ALEAR

+¥ Vocabulary Book

accounting 2i17¢, WHHIKH extrovert PEA% A a] A
specialized %[ ]H), LEHH introvert PE4% N [a] 9 A
proficient X5 K, AL outgoing Xf A /Y, JFEAM
probation iXFH () , () psychology /(> Ff27

freelance 4 [ fy Bl # etiquette $L1%, #L77

qualification SAZIESy; PEkg, &4 habile #AZRH), RITHY
generous LA, KA

This Is What You Say

® | am a graduate of University of Shanghai for Science and Technology.
R EEETRAR A,

e | am a postgraduate from Wuhan University.
FRRDURFRFIA:

® [ majored in Chemistry/Physics.
R T/ M.

o | liked “International Trade” and “Marketing Principles” most.
ol H 0 HPRB 5 " A E IR R

e ['m doing well at school.
AR B R B ES

® | am ranked second in my class.
SRR .

® Have you occupied a leading position as a university student?
KRR, AREAE A2 B0 B2

® Which band did you pass in College English Test?

Rt RS L
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Conversation 1

: How were your grades at college?

: They were all above 80 points.

: What's your major in university?

: My major is English.

: Did you get a good record in Eng-

lish?

: Yes, I obtained 96 marks in Eng-

lish.

: Which band did you pass in College

English Test?

: | passed CET- 6.

> W W o
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Conversation 2

: When and what university did you

graduate from?

: | graduated from Tsinghua University

2005.

in June,

: What was your major in university?
: My major was International Trade.

: Please tell me about the courses you

completed in university?
I completed English, economics,

accounting, finance, international

business, etc.

: Have you received any degrees?

: Yes, I received my M. S. degree.

o PARAaT st AR T A2 Bl

: T 2005 46 A Ol T i A
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: I'm Wang Ping.

. Very good.

Conversation 3

Hello,

come.

I'm Brown. Glad you can

Nice to meet you.

. What kind of education have you got?

. | studied Computer in Tsinghtia Uni-

versity, and got a M. S, degree.
Can you tell me what

kind of grades you had?

. | had an average of ninety points.

How many specialized courses did

vou take?

. Nine.
. Where are you working now?
B.

. What are your responsibilities?

I'm working at Lishi Company.

. | am responsible for writing computer

programs.

What kind of computer are vou
experienced in?

I'm experienced in all types of IBM-

PC computer.

: You are the right person I am loo-

king for. Can you start next month?

. Yes, of course. Thank vou.
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Conversation 4

. May | help vou?

Yes, I've come to apply for the
position as head of claim depart-

ment.

A
B

T LA R e it a2
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: I'm Smith, the manager of Human

Resources Department. May ‘I have

your name?

: My name is Zhang Xue.

. Would you tell me what educational

background you have?

. I graduated from Beijing College of

Foreign Trade. My major was Inter-

national Trade.

. Do you have any experience in this

field?

: Yes, I have been working in Liushi

Insurance Company for two years.

A: Can you operate the fax?
. Yes, I can.

. Do you think you are proficient in

both written and spoken English?

§ YCS.
. OK. I will accept you for a three

months’ period of probation. Is this

a satisfactory?

. Yes.

. Thank you for your interest in this job.

A: RELES, ANREREE.

GNCE A

. BMKE,
: REA IR RAIRA R 17

: FEEL TSN R E BT, Bk

W REFRA S
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Personal Skill

([ ALER

Vocabulary Book

certificate JIEW] {5, $i00% clinical lii A f)
photography £#£52 AR patent £ K| £ Rl L
have a good command of FE25 1, 1R2> Internal Medicine A BFHE
shorthand #12 (3) overwhelming A 0] P11, T {5
surgery SMEFFAR L AMRHCE) Iy
pediatries /v )L} Applied Sociology 15 1§t 222
acupuncture £F & (J7id) Mass Communication K ARfEHE 17 H.
T

This 1Is What You Say

® | have a driver’s license and an electrician’s license.
FA7 2% B AT e U SRR
e | can type fifty words per minute and 1 take shorthand at seventy words
per minute.
FERE M nT LAFT S0 4S5, ML 70 4y
® | know how to operate a computer.
& St 11 i
® | know how to gather the information crucial to our decision-making bodies.
Fe HE B RECE XTSRRI ) & K R AL
® | think I have the ability (qualification) necessarv to promote products.
JEIA Hy J FL g HEHT 7 b i Y RE 1 (46 2R 1F)
e | have a chef’s license.  Especially ;[ am expert at Sichuan cuisine.

AT UEAS . FRICIHR KN 3 T4 R
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Conversation 1

A Can you skillfully operate the com-
puter?

B: Yes, [ can. I have five-year expe-
rience in operating computers.

A . What kind of software can you use?

B: I can skillfully use DOS, Windows,
and Office 2000.

A: Do you have any certificates on com-
puter?

B: Yes,I have NCRE certificate ,rank 2.

A : Any other certificates?

B: Yes, I have a Cambridge Business
English Certificate and Lawyer's
Qualification Certificate.

A: Do you have any other special skills?

B. Ilike photography very much. T was
awarded the second prize in a pho-

tography contest at our university.

A

s RERERASRAE T L 7

R, A KL S FR B

UEZY

o RO FH IR e B R AR 7
. AL DOS F1 Windows

VERGE, RERSPAZ(EH] Office 2000,

s BAH RIS SOE

s S, A REHEYL R,
s BEA B TR UE A5G 7
A, BIEA B R 55 Sk A5 A

FRIBGEREUESS o

A A HARAF RS RENS 7
s WIREXEE, RYZBEFRE

TININE: 3 N ik /RE M 8

Conversation 2

A: Do you have any special skills?

B: I can write computer programs, I
have a good command of secretarial
skills.

A . What qualifications have you got?

B. I have a doctor's license and a

driver's license.

A
B:

A
B:

YRA (] PR B2 RE
KTt E g, Bl BeR 43
NHfE.

YRA o] T 5 A% UE B 2
RAFTEUEME L,



. Do you get special training in office

the job requires?

B. Sure.

A: One more thing, if you are wanted

. It's fine with me.

in this position, you must prepare to
travel abroad frequently.

I love travelling.

A: Would you mind relocating?

. As long as it isn't too far from this

city, 1 don’t mind.

B

- SN T E

s R At IS wE HRE A

skills? 1711k %

. | passed both the Cambridge Exami- B il AR CH - UF s R
nations ( First Certificate and the YHESEN) ¢ XA S R
Certificate of Proficiency i Eng- MAdbss 2] 11, B
lish); and studied for a year in SCEEC M BESRED 120 AN RagE), fT
London at the Lucas Secretarial Col- FONBE D S0 el KL
lege, ending with speeds of one Ty as TR A9 )45
hundred and twenty words per mi-
nute in English shorthand and fifty
words per minute in typing. T was
also trained in office procedure.

. Please tell me about work you have A I R R IR RE AR X Ay T 4%
done, which qualifies  vou for IR(SV]
this job.

. I've received some special training B F§EZHTF . dd AE AL
in typing, shorthand and operating PLAY H5 5% 5 I 3K fil 2% 2k (0 ]
a fax machine, etc. ['m experien- IBM 4~ A i
ced in IBM-PC.

Conversation 3

. Can you drive? 2T 42

. Yes, | have a driving license. 2 A

. Are you willing to drive yourself if R TR, PR E T

g

ﬁfih B e R, IRE

ALl R T

o RIS BB T A
U X A O A K, JR A
e
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A:

B: Oh, no.
. Do you have any personal interests?

B:

It's quite far away, though it’s loca-
ted in another part of the city. Are
you planning to find a boarding

house nearby?

. T think T can commute that far with-

out any trouble.

. Good. Do you have any particular

conditions that you want us to take

into consideration?

. No, nothing in particular. Thank you.

. Then you'll need to know it’s a hard

job. You'll often have to work over-

time or even on weekends.

. Yes, but 1 don’t mind working

hard. That's the way to success, I

suppose.

. Have you received any honorable

title personality?

. Yes, | was three singled out as an

“ Advanced Worker”.

. Your resume says you are unmarried.

But I wonder if you have a fiance.

I'm still young.

Yes, gardening and cooking are my

two great interests.

A:

ShperiEEES
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B: uﬁ; 7&%‘3 ﬁﬁfﬁﬁuﬁlﬁc

. WA A N

B: A, WZMZEEREREL

Conversation 4

. Did you bring the papers that will

verify your qualifications?

. Yes, here you are.

g

B

PR 1 SRR UL A5G 7
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