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LISTENING COMPREHENSION

A Job Interview

extend /1k'stend/vi. make more comprehensive or inclusive ¥ % ; 753L

personality /pasa'neeliti/n. the totality of qualities and traits, as of character or behavior.,
that are peculiar to a specific person A& 5 B FITEAR 4 S FR

leadership /'lidofip/n. capacity or ability to lead 4 S A fig

administrative /eed'ministrativ/adj. {TH; LY

personnel /pa:sa'nel/n. the body of persons employed by or active in an organization, busi-
ness, or service & 51 T

motivate /'mautivert/vt. provide with an incentive; move to action; impel #Zl; i

criticism /'kritisiz(a)m/n. critical comment or judgment i

constructive /kon'straktiv/adj. serving to improve or advance; helpful B¥TER; 435 14

competitive /kom'petitiv/adj. of, involving, or determined by competition 4 2 4+ (1)

applicant /'eeplikant/n. one that applies, as for a job HIif A

background /'beekgraund/n. a person’s experience, training, and education [

knowledgeable /'nplidzeb(a)1/adj. possessing or showing knowledge or intelligence; percep-
tive and well-informed A WiRAY; HIH Y

command /ks'mamnd/n. ability to control or use; mastery #5685 fd FAYARE 175 A5l

marketing /'makitip/n. the act or process of buying and selling in a market NP k=t

distribution /distri'bju:f(a)n/n. the process of marketing and supplying goods., esp. to retail-
ers T i O WL 898 FECES L AR, IR A TR RO

incidentally /insi'dentsli/adv. apart from the main subject; parenthetically JIife 45 Hb

bonus /'baunas/n.  sum of money or the equivalent given to an employee in addition to the

..... A

employee’s usual compensation .4
ploy p
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stress /stres/n. mentally or emotionally disruptive or upsetting condition JE /]

fantastic /feen'teestik/adj. wonderful or superb; remarkable 2E4ff

fatal /'fert(a)1/adj. causing ruin or destruction; disastrous &K P

optimal /'pptim(a)1/adj. most favorable or desirable; optimum HFEAEK ; A A
external /ek'stan(a)1/adj. acting or coming from the outside #} 5L

encounter /mn'kavnto/vt. meet, especially unexpectedly; come across AHATE, IS EINES)
probability /proba'biliti/n. the likelihood that a given event will occur B fE#:; HE%

Directions: Listen to the dialogues and fill in the blanks with the words you hear.

1. A: Hi, John. I hear your company need more

B: Yes, our business will to the whole Pearl River Delta. Will you join us?
2. A: Sure, what do you 7
B: with initiative and drive, and rich experience and technical knowledge.
3. A: What qualities have you developed as an administrative personnel?
B: I feel that learning how to motivate people and to work together as will be the

major goal of my leadership.

4. A: How do you normally criticism?

B: Silence is gold. Just don’t say anything; otherwise the situation could become worse. I

do, however, accept criticism,
5. A: T'd like to apply for the Engineering Manager.
B: Well, great. You must be a applicant,

%%_

Directions: Listen to the dialogues and choose the right answer to each of the following ques-
tions.

|_Dialogue "

In this dialogue , Linda is coming to her friend Jack for some help.

1. What does Linda want Jack to do for her?

A
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A. Linda wants Jack to type her letter of application.
B. Linda wants Jack to mail the letter of application for her.
C. Linda wants Jack’s ideas about the letter of application of hers,
D. Linda wants Jack to write a letter of application for her.
2. How many suggestions does Jack give to Linda about her application letter?
Al B. 2
C. 3 D. 4
3. What’s wrong with the first part of the letter according to Jack?
A. 1t’s too short.
B. It should be more about education.
C. It should include more information about work experience.
D. It should include something about family.
4. How does Jack feel about the second part of the letter?
A. Tt’s perfect.
B. The second part should be about education.

C. It should include more information about work experience,
D. It should include something about family.
5. What is Jack’s opinion about the last part of the letter?
A. It’s perfect.
B. The last part should be about education.
C. It should include more information about work experience.

D. It should include something about family.

| Dialogue D

Zhang Yang is in a job interview now.
1. What did Zhang Yang major in at university?

A. Culture, B. International relationships.
C. Commerce, D. English.

2. Which of the following courses was one Zhang Yang liked at university?
A. Math., B. Laws.
C. Politics. D. International relations.

3. Why did Zhang Yang think he was good at English?
A. Because he got a high mark on TOEFL.
B. Because he always got high marks on English tests.
C. Because his English teacher liked him very much.
D. Because he was living abroad for several years.

4. Which of the following statements is NOT TRUE as to why Zhang Yang is interested in

..... A

the company?
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A. Because the company has been developing very fast.

B. Because he can have a better salary at this company.

C. Because his major enables him to contribute to the company.

D. Because marketing ts very important for the company.
5. What is the salary Zhang Yang expected?

A. 10,000 Yuan a year.

B. More than 10,000 Yuan a year.

C. 10,000 Yuan with bonus.

D. Standard rate of pay, exact amount unknown.

T

1. Directions: Listen to the passage and fill in the missing words with the exact words you
hear on the tape.

Stress can be fantastic. Or it can be fatal. It’s all up to you. (1) in the work
environment creates opportunities, dangers, and stress. If there was little or no stress in our
jobs, they would be (2) . However., when there is too much stress, one can overload
and become ineffective,

If we have too little stress, we can initiate new projects to (3) our stress to an opti-
mal level. When there is too much stress, we can attempt to (4) it. But this is not

easy. The best strategy for controlling stress is to learn to control our reaction to events in-
ducing stress. In a real sense, most stress is self-created. While we cannot always control
(5) that may cause stress, we can learn to control (6)

For example, if you are in a sales position or a public contact job, you will encounter a
certain number of (7) people. There is nothing you can do to change this. It is the law
of probability. A certain number of your public contacts will result in people being rude to
you through no fault of your own. However, once you understand this and understand it isn’t
(8) , you can learn to control your reaction to the (9) . If someone wants to act
like a jerk, and you can’t stop him, let it remain his problem, and don’t make it yours.

When you accept (10) for your own life, including your attitude and your level of

stress, you learn that even when you can’t change the situation, you can change your reaction
to the situation.

2. Directions: Listen to the passage again and answer the following questions in brief.
(1) What would stress in job create?

(2) What should we do to balance the stress?

/s}
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(3) What if we cannot control the outside world to reduce the job stress?

(4) How to deal with rude people on work when you have to?

(5) What’s the author’s suggestion as to how to handle stress?
g8

I'd like to have a piece of your mind. FRIEHEREEAEN,
Go ahead, please. HYf; 4k&E. FATFSEIFIAMEE.
TOEFL; Test of English as Foreign .anguage $6#%1%,
Ina...sense fE«« BEX ¥

jerk EHAELDIER, ¥ “BRE, WIR” FX.
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SPEAKING DEVELOPMENT

A Job Interview

Topic Introduction

RS, W TRV Bk B EL, ERBUS R PR B ERILC R AR S,
FTEL, CERCRX AT 7870 B W SRR e B0, e D RE AR 72 T 72 P RS 11 © BdF i)
— R, TR T

VREUKEAN 2y RSO BT 7 S RO . AT M BRSO M4 . — B B 5 2 UM A%
MR —BSE. BUIRSRIG: REFMOBEE; BEEEMREAMRE. milaRE
FRAGRY, HRIERR, UK, WARATN, SEMRMEEN. X2, REEH
FERE T X RSP — i XU B T . AR B — R O, O B TR AT, BRI
B TR R IRNE L, R TVR AL AT vl fiE BRI L

FURT, SNGE 2 RIANR RS [ 20 W) PR AT S o A A B R L 1) B IR 5 | 1 B R 22 1 4R 2%
N, B, BIREAR — R I TN B A 3 1 i ) T — 3R

Li)ialogue i’

Ming is calling in response to a job ad and trying to get an interview with the Human Re-
source Manager.

Mariana: Hello, this is Mariana. May I help you?
Ming: Yes, I'd like to apply for the position of Equipment Engineer. May I speak to the
Human Resource Manager?

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

/53
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Ming: I'm responding to your ad in today’s Guangzhou Daily. I have a bachelor’s degree in
Mechanical Engineering, and I have worked in this field for three years.
Mariana: Very good. You're the very person we’re looking for, By the way, which universi-
ty did you graduate from?
Ming: Central China University of Science and Technology. Could you arrange an inter-
view for me?
Mariana: How about three thirty tomorrow afternoon?
Ming: That’s OK for me.
Mariana: Perfect. Please bring with you all your certificates, including your university diplo-
ma, degree certificate, qualification certificates and your ID card, and two recom-
mendations as well,

Ming: All right. Thank you and see you tomorrow afternoon.

| Dialogue E
Lucy is asking for Brian’s help with her English résumé,

Lucy: Hello, Brian. Could you do me a favor?

Brian: Sure if I can. What do you need me to do, Lucy?

Lucy: I'm looking for a new job. The company asks for English résumés, but I'm afraid

there’s something unsuitable or incorrect. Could you please look through my résumé
for me?

Brian: No problem, Lucy. Can I correct where’s needed?

Lucy: Of course, that’s what I need. Here it is.

Brian: This part is perfect. ... But here you may add a brief description to each job you have
done before. ... Look, you may write. .. like this,

Lucy: Thank you very much.

Brian: It’s my pleasure.

|_Dialogue B

Rebecca is in a job interview now,
Interviewer: Can you sell yourself in two minutes? Go for it.
Rebecca: With my qualifications and experience, I feel I am hardworking, responsible and

diligent in any project I undertake. Your organization could benefit from my
analytical and interpersonal skills,
Interviewer: Give me a summary of your current job description.
Rebecca: 1 have been working as a computer programmer for five years. To be specific, 1
do system analysis, trouble shooting and provide software support.
Interviewer: Why did you leave your last job?

Rebecca; I feel I have reached the “glass ceiling” in my current job. There is no opportu-

a
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nity for advancement.

Interviewer. How do you rate yourself as a professional?

Rebecca: With my strong academic background, I think I'm capable and competent.

Interviewer: What is your strongest trait?

Rebecca: Adaptability and sense of humor.

Interviewer; How would your friends or colleagues describe you?

Rebecca; They say Mr. Chen is an honest, hardworking and responsible man who deeply

cares for his family and friends.

\w 'Notes to the Dialogues e v rrorrvrr v rrr r r T T r T T T T T T Ty

1.

(2l

Speaking. FTHUGHH MG T . HIERIRERINEITHRIER, X782 BB R Speaking,
X “This is... speaking. ” H)EMER), FTIUEPH) “TRARE".

respond to [A] Jijeeeee-
o n .
e The plane responds well to the controls.
X RALAF A L0 A
. sell onesell B2, BEE “5fHC., BHE”, HATR “HiLA%, £H7.

Bilgn .
» Every interviewee should sell themselves all-around.

BASME KW ASE 2N E O .
to be specific 2l AE, ZEE “BAAL”, KL AIERA to be more exact (FEHf
YIuhisi) . to tell the truth (P8553H5) . generally speaking (—#&ii3E) %, B RIS
ARSI, s B ST AR 2

. glass ceiling BEEUR “WB, WA HMFYC 255 —ERPRES, BN R RENE

AKT.

. Useful sentence Patterns

(1) Do you think which résumé template is the best for me?

AR A5 WP — AT DI AS AR Xt e S o -2

(2) TIs the position a temporary job or a secular one?

XA AT i oL 2 i B £ 30 2 B ) 2

(3) I'd like to apply for the Maintenance Engineering Manager.

o
N



FRAR TS TR XN R,

(4) Can you find some information about all types of machines you sell?
VRBERE FRAR— LR A 5 85 1R 45 R R0 B ML 28 £ W s g

(5) How can I find the information of your company from the Internet?
FEFEA RETE IR 3R BRI Rl A%

(6) I like a position full of challenges, such as sales coordinator, program developer, or even
a manager of a branch,

ﬁgﬁﬁﬁ%ﬁ%ﬁﬁ,W%%Wﬁiﬁ‘ﬁﬁﬁﬁA,ﬁ%%ﬁiﬁﬁ%ﬁﬂo
(7) What do you think of your boss?
R TEHUE A 2 KE A2
(8) T graduated from Franklin University in the United States,
AN T R 5 2% SR
(9) 1 majored in International Trade.
KLl EEPRR S
(10) T was employed as an assistant to the manager at Kasson Company for six months.

R EILARA ARSI 6 4~ H |

(11) T took a one-year intensive course for secretarial work at Lewis College for Continuing
Education in 1993.

IR 1993 4EAEX By Wrf R kSt B W H | T —4FER Btk BE,
(12) I recently graduated from university and I'm looking for my first job.
KRN K5, BUTEIEZERR TR 055 — 10y T4,

(13) But I'm very willing to learn and I'm confident 1 can compensate for any lack of experi-
ence soon.

A RBRIEZ¥S, WA FE ORI TR I A 2

(14) 1 liked my previous job, but I also preferred a more challenging one,
ERFRM T, (HRERME G PR T4

(15) That’s why I apply for this position.
Pr AT O PAT I — 1 %5,

(16) I'm ready to start work at present.
FITERL AT LATF 46 TAE .

(17) T am very much interested in learning how to operate a word processor.
FRARAT DGR U AT HR A SCF AL TR,

(18) T don’t think it will be difficult for me to learn.

KUK ARAES #2500,
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