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This unit is about...

Topics

Skills

Occupational Quality

Interview preparation

Seeking a vacancy in

employment ads

Soft skills on job interview:
punctuality, dress code, items to

take to an interview , etc.

Recruitment advertisement

Preparing for an interview

Document writing: resume and a

letter of application

Resume

Applying for a job

Manners on job interview

Letter of application

Writing a resume

Interview process

Writing a letter of application

Attending a job interview

Part1 Project Introduction and Discussion

Suppose you, Wang Tao, a graduate from Shandong College of Electronic Technology,

is applying for a job in Shandong Gold Gain Electronics Technology Co., Ltd. . First

brainstorming: What should you do if you want to hunt for a job? And then choose the prior

4 items and put them in the boxes. The following phrases are for your reference.

@ seeking a vacancy in employment ads

@ writing a resume

@ learning procedure of a job interview

@ inquiring about results
® preparing references

® preparing ID Card

@ knowing about dress code in interview

preparing a letter of application

New Words
employ j&
interview [fijiA
apply Hii

resume {5 [

job vacancy JR{i7 %3 fik

recommendation letter #7715
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Is there anything else in your mind should be taken into account? List them below.

Part2 Listening & Speaking

2-1 Job Interview Preparation

2-1-1 Discussing and Speaking: What materials should you take when you go to an
interview? And why?
Please refer to the following tips:

@ ID card

@ Resume

@ References
@ Diploma
® Transcripts

Anything else?
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2-1-2 Practice with your partner. Suggest what you should say in the following
situations.

Interviewer

e R
Introduce yourself and greet the 1.
. : —>
nterviewee.
\ J . s
. (. )
Ask about education background. w 2.
=00
N _ &
. A\ a8 7\
Ask about work experience. 3.
—>
9 J . S
4 N\
Express your attitude about the 4.
] ] =0
nterview.
- J
Interviewee
- -
Introduce yourself and greet the 5. h
interviewer. >
N\ 2 N\ .
e
Answer questions about your ) 6. E
; —>
education background.
\ J
_ ¢ A
Answer questions about your 7.
: —>
work experience.
\_ _
~N
Express your thanks for being (8.
interviewed
), \ p,
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2-2 During the Interview

Listen to the dialogue and fill in the form.

Major Hobby Qualification Weakness Personality

2-3 After the Interview

Listen to the dialogue about a follow-up call and fill in the missing words.

(A. Wang Tao B. Mr. Chen Peng, the H&R manager)

A: Good morning, Mr. Chen, this is Wang Tao calling. I was for the position of
IT programmer last Monday. I was wandering if you have made any decisions yet.

B: I'm afraid not. We still have some to interview, which may last for another

few days.

A: Well, I would like you to know that I am
still very interested in the . Do you know
when you might make a decision?

B: We should be making an

by next Tuesday.
A: Thank you very much for your time, Mr.

Personnel. I will you again at that time if

[ haven't heard from you.

B: You are welcome. Goodbye.
A: Goodbye.

Part3 Reading
3-1 Reading A

Recruitment Advertisement
Position : IT Manager

Reports To : Administration Director



o EErE

Supervisers : 3 Staff
Major Duties and Responsibilities:

Prepares and implements the annual budget of the department.

Builds and develops the whole school IT system, including
network and application system.

Builds and manages a solid and seasoned team to support all of
the users.

Provides excellent IT services with IT team for teaching and
business.

Provides IT proposals or solutions for school network

development.
Safeguards the confidentiality, integrity and availability of

information.

Selects vendors on price, service and quality.

Engages and negotiates with vendors for services and pricing.
Manages the delivery of services provided by 3rd party outsource vendors.
Requirements/Qualifications:

Bachelor or above majoring in Information Technology

Good command of both Chinese and English

Minimum 5 years working experience, 3 years in a managerial level

Able to work in a collaborative style

Company Profile:

Beijing City International School is an independent, co-educational day school offering
an international curriculum for Kindergarten to Grade 12 students. In its inaugural school
year 2005/06, the school opened its primary section offering Kindergarten to Grade 6
classes. For its second school year 2006/07, Grade 7~10 classes were opened. Now BCIS is
in its 3rd academic year.

BCIS is a prospective member of the European Council of International Schools (ECIS)
and the Council of International Schools (CIS). It is also a candidate school for the Primary
Years Program (PYP) and Middle Years Programme (MYP) with the International
Baccalaureate Organization (IBO).You are cordially invited to visit our website at www.
beis.cn for further information. The position requires good command of English and Chinese.
If you are interested in position in BCIS as stated above, please send a letter of application

and CV to the following e-mail address: E-mailBCIS@abc.com. Please note that only a
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short list of candidate will be notified.

- New Words:
recruitment advertisement 3354 availability =] 4
annual budget 4F & T 5L vendor 323 /Nl I
solid FH&5—#Hy negotiate ¥, il
seasoned £ =EEH) outsource -+ #p
proposal i, Hil collaborative tH{ERY
confidentiality #1744 inaugural FF4ERY, FHRY
integrity 5% %44 “PYP” “Primary Year Program” {455

® Exercises

3-1-1 Answer the following questions according to the text.

1. One of the employee's major duties and responsibilities is to prepare and implement

the of the department.

2. The employee must have good command of if he or she wants to be
hired.

3. The employee must have years working experience, years in a

managerial level.

4. Beijing City International School is an independent, school

offering an international curriculum for Kindergarten to Grade 12 students.

5. If you are interested in position in BCIS, please send a letter of application and CV

to

3-1-2 Decide whether the following statements are true or false. Put a “v"to the true
and a “x” to the false.
1. Employees in this school only engage and negotiate with vendors for
services.
2. Masters majoring in Information Technology can apply for the position in
the recruitment ad.
3. In its inaugural school year 2005/06, the school opened its primary section
offering Kindergarten to Grade 12 classes.
4. BCIS has been a member school for the Primary Years Program (PYP) with

the International Baccalaureate Organization (IBO).
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5. If you are fluent in both Chinese and Japanese, you are probable to be

employed.
3-2 Reading B

How to Be Successful in a Job Interview

The competition on the job market is
getting more and more intense. Just having a
good school record and some certificates are
not enough. Before getting a job, graduates
from colleges must go through an interview
with their potential employers. Generally, a job

interview lasts 30 to 40 minutes. As an applicant,

you should demonstrate certain personal

and professional qualities in the limited time
available if you want to succeed in getting the desired position.

You should, for example, dress neatly and modestly. If you dress too informally, the
interviewer may think that you are not serious about the interview or that you may be casual
about your future work. Clothes that are too expensive or too colorful may suggest that you
do not understand what behavior is appropriate for the job. It may not be true that “clothes
make the man” , but the first and often lasting impression of you is determined by the
clothes you wear. Besides care for personal appearance, you should pay close attention to
your manner of speaking.

As we know, speech may show one's personality. For this reason, you should show your
confidence by speaking in a clear voice, loud enough to be heard. Moreover, your speech
must show you are a friendly and pleasant person.

During the interview, you can talk about your own training, experience and other
qualifications. The interviewer can determine whether your background and potential fit the
position for which you are applying.

Knowing something about the position helps you ask the right questions about the work
and the requirements for the job. The interviewer can decide from your questions whether
you are really interested or have the necessary knowledge or experience. It is important

that you show your understanding of the requirements and your abilities for meeting these



