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Interviewee and Secretary
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( Fang Fang would like to apply for
the junior secretary in Modern Culture
Limited. Lily, Mr Black’s secretary, will
send Fang Fang an application form.
Here ' s Fang phoning Lily at Modern
Culture Limited) .

(F=Fang Fang, L=Lily)

L. Mr Black’s office.

F. May | speak to Miss Lily Karly,
please?



. This is Lily Karly speaking.

. Oh, good morning, Miss Karly. I'm
phoning to enquire about your
advertisement for a junior secre-
tary.

. Oh, thank you very much. May |
have your name please?

: Yes, my name’s Fang Fang.

. Fine. I'll send you an application
form. Um ... please complete it
and bring it with you when you
come for an interview. when can
you come for an interview?

. Well..er...

. Could you come next Thursday
about three o’clock?

. Well, actually four o’clock would
be more convenient for me.

. All right, four o’clock next Thurs-
day, then. The address is Black
Building, Government Road, and
the name of the firm is Modern
Culture Limited.



F. Thank you very much, Miss Karly.
I'll look forward to meeting you at
four o'clock next Thursday.Good-
bye.

L. Goodbye, Miss Fang.
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Notes 0O

interviewee /intovju't/ n. Jii O O

junior fRunjd/adj. DO O OODOCODODOOO
limited /limitid/ adj. 0 00 n 0000
enquire /inkwais/ pt. 00O

advertisement /od'vaitismont/ n. | O

B

A. We have received your letter and
resume. We would like to ask
you to come here for an inter-
view.

B. It is a great pleasure for me to
have this opportunity for an inter-
view.

A. Is 9 o’ clock tomorrow morning

convenient for you?

. That will be OK for me.

A. Then I'll meet you at my office.
See you tomorrow morning.

@



B0 Thank you very much. Good-bye.
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Notes OO

resume /rezjumei/ n. 0 000

opportunity /opatjuniti/ n. O O O O
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Interviewer and
School Graduate
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D)

(I=Interviewer, A=Applicant)

A:

How have you been getting on
with your studies so far?

My scores were all above
average. | will get my BS degree
this coming July.

What was your best subject in
college?

English was my best subject. |
liked it very much. Besides | know
the importance of English . Now-
adays every enterprise would
prefer to hire a person who has
a good command of English.So |
studied hard at college on
English. | passed Grade Six in



college English Test when | was
still in second year.

l. How do you think the education
you've received will contribute to
your work in this institution?

A. | have already learned a lot in
the classroom and | hope to be
able to make practical use of it in
business in your company.
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Notes OO

interviewer fintevjue/ n, 0 0 000 OO
graduate /gredjueit/ n. 00000000000
applicant /®plikont/ n. ooooooooooao
score /skoi/ n. OO

BS degree 00D OODO

enterprise fentopraiz/ n. 0O 000

command /ke'mand/ n. O O

institution /institiwfon/n. 000000 DO

B)

I: How are your typing skills?

A:l have been typing for several
years.

I: How many words do you type per
minute?

A:l type 65 words per minute.

I: Have you any experience with a
computer?

A:l have approximately three years
experience using a computer.

I: What kind of software do you have
working knowledge of?

A:l have working knowledge of WIN-



DOWS.

I: What certificates of technical quali-
fications have you received?

A: I've received a Computer Opera-
tor’s Qualification Certificate and a
Cambridge Business English Cer-
tificate, advanced level.

I: Do you have a driver’s license?

A:I'm learning now.

O0o000000oo0ooo

O0D0000000000000

O0o000000oo0ooo

D00D0D0000D 65000

O0D0000000000000

D0D0O000O0O0 3000000000

0o

O0D000000000000

00000000 WINDOWSO O OO

0000000000 0000000

000000000000 DO00000

00000000000

oooooo0Ooo0oo

000000000000

Notes U U

approximately / aproksimitli/ edv. 0 00 [0 O



software /softwea/ n. 00

certificate /sa'tifikit/ n. O O [ OO
technical qualifications 0 0 0 O
license flaisons/ n. 00 000000
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I: What do you think is your greatest
strength?

A:l manage my time perfectly so that
| can always get things done on
time.

|: What are your weak points?

A:As a young girl, 1’ m a bit shy
around people. That is my weak-
ness. But |’'m patient both with
people and with my work.

I: Can you work under pressure?

A:Yes, | find it stimulating.
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Notes 0O OO

strength /stren6/ n. 0000 O

pressure [prefo/n. 00000

stimulating /'stimjuleitin/ adj. 000000000

D)

|. Where were you employed?

A. | have never been employed be-
fore, because | just finished my
studies. Although | have no expe-
rience in this field, | am willing to
learn.

|. How many persons are there in
your family?

A: My parents and brother.

|. What is your favorite sport?

A. | like to play baseball, tennis and
badminton.

|. The starting salary is not very
high, because this is a new



company. Besides, the job is not
in this city. Are you willing to
work in other places?
A:No problem for me. |’ m young
and energetic.
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employ /im'plo: / v. OO

baseball [beisbal/ n. OO

starting salary O O

energetic /enadzetik/ adj. OO0 00O
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Interviewer and
Experienced Interviewee
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(I=Interviewer, A=Applicant)

A

Give me a summary of your cur-
rent job description, please.

I have been working as a com-
puter programmer for five years.

. What made you decide to change

your job?

. | am working in a small company

where further promotion is impos-
sible. | am capable of more re-
sponsibility, so | decided to
change my job. I’d like to find a
jiob which is more challenging.
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Notes [ [
description / diskripfon /n. 00O

promotion / pra'maufen /n. 00000

responsibility / risponsa’biliti/ n. 0 O D O
challenging / 'tf&lindsin /adj. 000000

B)

(J=Jones, W=Ms. Wang)

J:

| *ve looked over your resume,
Ms. Wang. | see you've already
had quite a lot of experience in
secretarial work. Could you tell
me something about your time
with Base Company?

W. Yes, | worked with them for two

years, just after leaving school.

J: Mmm, mmm.Was there anything



W.

J.
W

else you got involved in apart
from regular duties?

Mainly things related to secret-
arial work...I worked on their
stand on the Export Commodities
Fair. | enjoyed that.

: Did you? What did you like about

it?

. Well, it was fun. All sorts of peo-

ple came and looked around,and
asked questions.

Could you answer them all?

Well, | did my best.
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secretarial / sekra'tearial /adj. 000

get involved in 0 O

apart prom 00 - O eeenen

stand / stendCOn. 0 00 O
commodity / ka'moditi /000000000
Export Commodities Fair 0000000
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About Salary and Benefits
gooooogg

1))

(I=Interviewer , A=Applicant)

I: Do you have any particular condi-
tions that you would like our com-
pany to take into consideration?

A: No, nothing in particular.

I: All right. If we decide to hire you,
we would pay you three thousand
yuan a month at the start. You
can have Saturdays and Sundays
off. Besides, you may have a
paid month holiday every year.
What do you think about it?

A. Regarding the salary, | leave it
to you to decide after experience
of my capacity.

I. Well, we’ll give you our decision



