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Resume
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A special and unique resume is
the first step to one’s success.
ZhangJie has made countless revisions
to his resume so as to give

interviewers a deep impression.
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Part1 Sample dialogue =iExTiE

A

PRATAFEBRE — FRINE A ?

Would you mind helping me look over my resume?

REE, LREE--PAER. HEER, THLH-
Sure, let me have a look... Personal information, education
background, working experience... .

A, PRSI T 5 E B AN CL A LS e ?

But, where are your competitive advantages for the marketing
job?

RIE LR T HE R, il LR AR MR R AET
¥, ARG GHT e AR YR I RE S .

My major is marketing, furthermore I am the student leader in
my university. I have strong creative ability and the ability to
solve the problems.

R, XEA, VREA BRI . RIEITAR T X
Naw Tg?

But, that is not enough. I cannot see your characteristics. Did
you know details of the company in advance?

BH, ROBEHHERE . ENERLAEEG?

I don’t do this. My resumes are nearly the same. Is it so
important?

R, —ERATLAE T X FE AT, 5, ALE
PR IX K A R R

Yes, on the one hand you can understand more about the
company, and on the other hand it can show your respect for this
company.

BEABUKE T, WEAHARKENG?
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Good idea. Do you have other suggestions? '
BEAh, R AT e SR AR ML, JCIE RO H i (R R A
R ANEST .

In addition, you should emphasize your achievements as
possible, especially those achievements related to the job you are
applying for.

A AR, BRI BN ER TSR, X
i 7

Another question is I heard that companies nowadays emphasize
the importance of work experience. Is this true?
TLKRLRREE, HREPEEEENFE.

Of course it is very important. But it is not the most important
factor.

KEGRT, REEEAFELT .

Thank you so much. I feel much more confident.

2K, BRI EE, REROEFHR.

Yes, it is very important to remain confident during your
interview. I am looking forward to hearing about your good

news.

Part 2 Useful sentences ¥ fHa)F

I

TSR A — T B RN

Please give us a brief introduction.

ENH TR EERTRTEAR.

Please give an introduction of the job you were responsible for

before.

BRI RRE R A



e \_asiuE9004 @aEm .

Why do you leave your company?
4. B R R IXAN L RS ER ?
Why are you interested in this Job?
5. 2 FiTE TAE B Ho R A g 2 R g o ?
Did you have difficulty at work before? How do you solve it?
6. T X NERAL A AR S ?
Do you understand the nature of this job?
7. A LLRTR R SR T A AL i 2 A AT IR0 R I 2R 23 i
BRI AL B ?
How do you get on with your colleagues before? When you
disagree with them, how did you do?
8. 44 ] B Ak AT BAKE 11 2
What is your understanding of team spirit?
9. Excel. PPT X ABMEIZHBREAR?
How about office software such as Excel. PPT, and so on?
10. #LARTRIBIK R E 07 58 HaTxT#K R ENE ?
How much was your salary before? What is your expectation of
this job?
1. AT AZERE AN BATZHE A RN ?
Why did you choose a company like ours?
12. %0t [ CUARSR IR AR JE 2 T AR ) 2
What is your career plan?
13. BHBRATARE LD T iER?
How much do you know about our company?
14. ERRIE KPS ANBR AT
Please tell us some of your advantages and disadvantages.
15. BAVHEEA G S Sa@E AR o

We need an able and flexible person.
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16. TAE A TSR SRS, BARNHES 5T A 7 i B4
I have seen the employment advertisement on your company
website. I want to apply for the position of sales manager. |

17. X FRINAF, BHARNBEHETHRG?

Do you have any questions about our company?

18. g S A, ROVSAE— AR EMERRTER.
Thank you for attending our interview. We will inform you the
result of the interview within this week.



" WUnit 2

Interview

[T

2} Introduction 7143

K AH B A AR, WA
ANTHERFRY. AR BEETHE=
ELVEBERK. AR —HE&, W]
BB THRAR BRI KRE.

His resume is very good. As a
result, he smoothly goes into the
interview. The company informs
him that they will arrange an
interview next Wednesday at the
conference room. In this process,

how to show your ability is the key

to success.
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Part 1 Sample dialogue ~3E*iE

A

P!

How are you?

e RREH IS B A 7 KR,

Fine, thanks. It is a great pleasure for me to have the opportunity
to interview at your company.

ARAE S RN HR A i 2

Which job are you going to apply for?

REEWRGTHER, BE-FHOAAMRMHE. AN
M 20 B KT HRAVE

My major is marketing. I have two year’s part-time experience
in an export company. I want to apply for the position of sales
manager.

PR EB I AL SR 2

What courses have you majored in?

WEST 40 ZTRFE, e EMATF . WNEHFE. #
LA .

I have studied more than 40 courses such as Macroeconomics
Microeconomics. Business Chinese and so on.
TREDEAF B ARE? FATEZ A A RMAER.

How about your Chinese? We mainly do business with Chinese
companies.

@ T BCT 7Lk, W LRI E AT R A -

I passed the BCT-5. I can communicate with Chinese fluently.
WD AR IE R EAR?

How about office software?

FoXT R B S8R, K5l Word. Excel fil PowerPoint.



