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Unit 1

How Does One Become a Secretary?

Being Interviewed

I. Listen to the dialogue twice or three times and fill in the blanks.

A

> W > W

@ > W

- > ® > =T

¥

Come in, please. My name is Chu Tianshu, the 1 2 . How do you do?
: I'm ZhangYi. How do you do?
: Please have a seat.
: Thank you.
: We have received your letter 3 4 5 our advertisement. I would like to talk

with you regarding your 6 for this position.

: Yes, Sir. I am very happy that I have the chance for this 7 8

: Could you tell me a little bit about yourself, please?

: [ was born in 1979. I live in Beijing. I 9 10 Beijing No. 4 Middle School in
1997. Then I went to Beihua University and studied in the Department of 11
12 and graduated just last year.

: Do you have any experience relating to 13 14 7

: Yes, I had a part-time job as a secretary for three months at Far East Trade Company.
: Oh, really?

: Yes, it was a very interesting experience.

: What was your 15 16 ?

: Mostly 17 and answering the phones.

: Oh, very good. But you know that we re really looking for a 18 secretary. May I
know what has made you decide to 19 20 a position as a secretary here?

Well, I think your company 21 a very high reputation in Beijing and working here
would be very 22 . And for me the most important thing is to find work where I can

meet with and 23 24 people from other cultures. As a-Chinese, this seems to be
the most exciting thing I can do. Besides, I feel I am ready for a challenging 25
: I see. Great. As a secretary here, you will assist your superior in his or her daily

26 , dealing with correspondence and = 27 28 29 people in the office for
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B.

a smooth operation. How do you feel about routine work?

: A secretary’s work is often routine work. I'm 30 that I will be able to handle the of-

fice routine. I've been well trained for this.

: What do you think of the new idea of “to work with the boss”?

: “To work with the boss” means to work as a team-member with the boss in order to

31 efficiency. I believe it also means that the secretary and the boss have a mutual

respect for each other.

: What are your hobbies? What do you like to do in your spare time?
: Well, I like reading, and listening to music, especially Chinese 32 33 . I prac-

tice calligraphy and I like it very much.

: What are your plans for the future?

: My plan is just to become a successful secretary.

: Will you be 34 and have a baby in the near 35 .

: I don’t think I will have a baby within the next four years if that’s you mean.

: Good. Now do you have any questions you'd like to ask me about this company?

Yes, I'd like to ask about the 36 . How is it determined?

: Well, all new clerical employees begin at a standard salary of RMB 800 yuan per month.

Then, after the training period, you are givenan 37 . Someone like you may be giv-

en a higher-ranking assignment, and then you would get a higher monthly salary.

: What about other 38 2
: All employees must join the health 39 program, and there are many other benefits.

I think most of them are explained in our brochure. Did you get a copy?

: Yes, I did. Thank you.
: Any more questions?

No. Thank you very much for giving me the 40

: You're welcome. We'll keep you informed of the result of the interviews sometime next

week. Thank you for coming. Good-bye, Miss Zhang.
Good-bye.

1. Study the words and expressions, and copy the sentence in which each of them

appears.
interview /'intovju:/ n. MEI,
personnel / pa:sa'nel/ n. ANEE
advertisement /ad'va:tismant/ n. &
qualification /kwolifi'keif(a)n/ n. B
position /pa'zif(a)n/ n. BRI
company /'kampani/ n. Ad]

bilingual /bai'lingwal/ adj. REVHREER
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apply for B 5

reputation /repju'teif(a)n/ n. L%

routine /ru:'tim/ n. &adj. HEITEGRD
correspondence /kori'spond(a)ns/ n. 54

team up with H-&1

maximize /'maksimaiz/ v. KA
efficiency /i'fifonsi/ n. ®E

mutual /'mjuitjual/ adj. HEZIEH
calligraphy /ko'ligrafi/ n. Fk

clerical /'klerik(a)l/ adj. BMAZEANRK
assignment /a'sainmant/ n. 5 HERF
insurance /in'[usrans/ n. 1RK
opportunity /opa'tjuniti/ n. Ple

{1§. Further Exercises

1. Read aloud the dialogue in pairs to get each blank correctly filled.

2. Restudy the dialogue and briefly answer the questions about it.

(1) Who is giving an interview to Miss Zhang?
(2) How does Miss Zhang know that Far East Trading Company is looking for a secretary?

(3) What is Miss Zhang's experience relating to office work?

(4) How does Miss Zhang introduce herself to the personnel manager?
(5) What will be Miss Zhang’s main duties if she gets this position as a secretary?
(6) According to Miss Zhang, why does she choose to apply for this position?

3. Complete the following dialogue.

A:

’ . . . ] y . .
We’ve been looking over your application. 1 see you've got several years’ experience in

secretarial work. May I know 7 (RAAdE R HIEX
M THED
: I worked as a junior secretary. ] (AT I 08, %

#i%) and such routine office work. I feel I'm ready for a more challenging position.

: That’s why you want to have a change I suppose.
: Yes, I want to move ahead. I understand R IE fE 43

FTH AL 45 . ) I've completed a secretary training course including Business Communication,
Accounting, Bookkeeping etc. This year I'm taking an Advanced Secretary Practice

course. I hope such a training will help me in my career.

: I believe it will. As a secretary here, you'll (P Bh e 4k 31

HH¥H%, 4 # K1) and so on. You mentioned you're taking an Advanced Secretary
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Practice course. Did you find anything impressive in the course?

B: The course has been very helpful. It’s acquainted me with many new methods of working.
And with this course L RFEHGRARILEBEIANE
H % T4E)

4. Make up a dialogue by raising three questions about the dialogue.

5.Translate the following sentences into English.
(1) RMBEMEAISS AR,
(2) RBBELRRRASAAFP LS =A AFBHH,
Q) fEh— 2 BREH ZR¥E A H A b AFTRRIE .,
(4) AR R MR — 2 R B EX T HRINGEE.
(5) AH5AE A F BN — 51 B 5 [F S UME , o T4k
(6) FA ] — F im0 TR MEF R E AR,

6. As one of the roles,report to your superior on what is going on here.

Preparing an Interview

I. Listen to the passage twice or three times and fill in the blanks.

The first thing to remember when you go for a job interview is that this is not a one-sided
1 .You can treat it in the same way that you treat a negotiation. After all, both you and the
prospective 2 are selling something. If you approach an interview with the attitude “any job
will do”,the interviewer will recognize =3  immediately. If the job is worth anything, you
won't get it.

You should prepare yourself for an interview just 4  you would do for a negotiation. Find
out as much as you can about the company and the person 5 is to interview you. Don’t be
caught unawares. Go to the internet and look at the company’s website. Compare 6 with
that of its competitors. Alternatively. look in the Yellow Pages or trade magazines to see how
they advertise 7 . Make enquiries at the Chamber of Commerce and other relevant organiza-
tions. Find out at least a little about the 8 so that you can ask interesting questions.

Think of and jot down your strengths and the opportunities that lie 9 . No matter how
high the unemployment rate is and regardless of how miserable you are in your current job, it’s
always an 10  to see things in a positive light. If you have little or no experience in a particu-

lar area, consider your . 11 in a similar area. Spend some time trying to imagine what type of
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employee the company is looking for 12 what makes you suitable for the job being advertised.

First impressions count, so look good and feel good before 13 go. Choose clothes that
make you feel confident. Find out what clothes may put the interviewer off. Ensure you 14
at the interview with time to spare. According to more than one recruitment agency we spoke
to, interviewees must 15 the importance not only of their personal appearance but also of
their body language. During the interview breathe calmly 16  try not to appear too nervous.
Look the interviewer in the eye and adopt similar body language to theirs. 17  and look relaxed, en-
thusiastic and assertive. Remember one thing, though,assertive does not mean aggressive.

Don’t just answer “yes” 18 “no” to questions. Treat every question as an opportunity
to demonstrate that you are suitable for the job,and 19 to stick to the point. When asked
about your interests, include group as well as individual activities. Be on 20  lookout for
tricky questions about your personal life. You don’t need to lie; just sell yourself in the best
_ 21 . This is something the interviewer needs to be able to do as well. You have the right to
find 22  whether or not you want to work for the company. Furthermore, your interest in
the 23  of the company and how it runs may very well end up being your big selling point.

I1. Study the words and expressions, and copy the sentence in which each of them

appears.
negotiation /nigoufi'eifon/ n. RH

prospective /proas'pektiv/ adj. FAKY

approach /a'prautf/ v. B

unawares /'ana'weoaz/ adv. NEARHH

competitor /kom'petita/ n. =HE

alternatively /o:l'tamoativli/ adv. 8 —H /5 —FhkBEH
enquiry /in'kwaiari/ n . i8]

Chamber of Commerce "L

miserable /'mizorabl/ adj. REH

advantage /ad'va:ntidz/ n.

capability / keipa'biliti/ n. Bgh

put sb. off il K&

recruitment /ri'kruitmeant/ n. fiE3

enthusiastic /in,@ju:zi'aestik/ adj. HAFR

assertive /a'sartiv/ adj. BIEH

aggressive /a'gresiv/ adj. BREAN

demonstrate /'demanstreit/ v. ¥

individual /,indi'vidjual/ adj. ™M AH

be on the lookout for X eee /N

selling point E£H
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111. Further Exercises

1. Read aloud the passage in pairs to get each blank correctly filled.

2. Restudy the passage and briefly answer the questions about it.
(1) What is the correct attitude towards a job interview?
(2) Why is a job interview not a one-sided affair?
(3) Besides your appearance what is also important to make a good first impression?
(4) Is it wise to give only “yes” or “no” answer to questions?
(5) What should you do to answer the tricky questions about your personal life?
(6) Which aspect of your quality may finally attract the interviewer in a job interview?

3. Fill in the blanks with prepositions and adverbs.

(1) _ care for personal appearance, you should pay close attention _ your manner of
speaking.

(2) Find _ what makes you suitable  the job you are applying .

(3) Be _ thelookout  those words that will put the interviewers

(4) To stick __ the point is something an interviewee should do as well.

(5) She can always see the bright side, regardless  how difficult the situation is.

4. Write out the right form of the given verb for each blank.

1 (be) successful in a job interview, you should demonstrate certain personal and pro-
fessional qualities. You need to create a good image in the 2  (limit) time available, usually
from 30 to 45 minutes. Furthermore, you must make a positive impression which the inter-
viewer 3 (remember) while he 4 (interview) other applicants. At all times, you should
present your most outstanding qualities during an interview 5  (attract) the interviewer.
You should, for example, take care _ 6  (appear) tidy and modestly dressed, 7 (avoid) the
extremes of too elaborate or too casual clothes. On the positive side, clethes may be a good level-
er, 8 (put) you on a par with other applicants and 9  (require) the interviewer to con-
sider more important qualification. On the other hand, clothes which 10 * (be) too informal
may convey the impression that you are not serious about the job or that you may be casual about

your work as well as your dress.

5. Group discussion
(1) What kind of preparation should one make before a job interview?
(2) What are the ways to get some knowledge of the company and the prospective employer?
(3) What are the most important qualities to demonstrate in a job interview?
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Writing a Cover Letter and a Resume

I. Listen to the dialogue twice or three times and fill in the blanks.

A:

A:
B:

Hey, here is an advertisement for the position of Personnel Assistant. I want to try it
througha job 1 letterand my 2 . Do you know how to sell my qualifications to

the 3 effectively?

: According to what I know, in such a letter, you should present to the organization your

interests in and 4  for the position, while in your resume you should introduce the

main points of them.

: Then how should I 5 it in the concrete form.
: In the opening paragraph, you should state 6 the reason for your letter, identify the

7  position you're applying for, and you may also indicate how you learned about the

company. The opening should be short, and 8

: I know, that is to attract the reader’s attention. How about the body part?
: This part is the most important part, you can have one or two paragraphsto 9  your

strongest qualifications and relate them directly to the needs of the position you are ap-
plying for. And the secret to move the reader is to 10  specific and credible informa-

tion about yourself to support your statements.

: I see. Then what’s the use of the ending?
: Though this part is usually short; it is absolutely necessary. In it, you should ask for a

personal 11 politely and provide your phone number and your address or e-mail for

the reader. And remember to 12 the time you are available for an interview.

: Ok, I've got it. Now, how about a resume?
: Well, a resume is always included with the job application letter. It should serve as a

brief record of your personal qualifications and experience, including education and
13 14

: Should the resume be very detailed or ...
: Actually no. Typically, the readers only spend a very short time reading each resume

and select some to study in more detail. So a successful resume should be very 15
but 16 , and usually no longer than one 17  for the entry-level positions.

What should I include in a resume?

The following information is generally believed to be essential in a resume:

e Name, 18 , and telephone number

* Job objective
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* Major, degree, name of your school, and date of 19

e Special aptitudes and skills

» Jobs held, employing company, date of employment and job duty (if you have)
: Can you explain a bit about the “job 20 ”7

: Ok, it is simply what jobor 21  you are looking for.

: I hope I can do a good job before I get the job.

: By the way, here are some 22 for you to refer to.

: How thoughtful you are! Thanks.

=B - -~ I

: This is the application letter.

June 6, 2003

Dear Mrs. Swan,

I know from different media and my friends that you are a company specialing in evening
dresses for more than ten years and has a good commercial reputation. Your advertisement in the
BEIJING DAILY of December 12 stating that you are looking for “an executive secretary” has
greatly aroused my interest.

I am graduating from Beihua University in June and I believe that the skills I attained and
the knowledge I gained will enable me to be an efficient secretary in your company. During my
four years of study in the Executive Secretarial Science Program at Beihua University, my goal
was to become qualified to work as an efficient secretary.

I am confident in dealing with office routine because I can type at the rate of 70 words per
minute, take dictation at 120 words per minute, transcribe telephone message, and file. I speak
and write English fluently, can make efficient travel and meeting arrangements, and have
smooth business communication skills which enable me to perform a variety of duties for a busy
executive.

I have acquired a broad concept of the business world from those business administration
courses I studied. From my summer jobs, listed on the enclosed resume, I learned the impor-
tance of cooperating with the other workers and of being dependable.

I have a keen interest in working with ABC Company. May I have an appointment to discuss
my qualifications as a secretary with your company? You can reach me at 23765898 anytime after
9:00 p.m.

Sincerely,
Miss Terry Roberts
B: And the following is the resume.
Zhang Yi
234 Xiaoquan Street
Xing'an City, Hebei 546123
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Tel:010-8611556, E-mail:ffyy@hotmail. com
OBJECTIVE.SECRETARY

EDUCATION
Beihua University
Degree: B.A. 2001
Major . Secretarial Management
Courses: Typewriting (70 words a minute) ; shorthand (120 words a minute) ; sec-
retarial procedure ( correspondence, filing, telephone, financial, re-
cords, report research and writing, travel arrangements) ; English; Psy-
chology; Business Law; Economics; Statistics; Business Communica-
tions.
ACTIVITIES

Assistant Editor, Red, Yellow and White, a college student literary magazine

Secretary, Student Union of Beihua University

PART-TIME WORK EXPERIENCE
Summer. 2000 Far East Trading Company, Beijing
Assistant to Sales Manager, Mrs. Li Min, checked assignments,
answered telephones, transcribed dictation, typed etc.
Autumn, 1999 Orient Company, Guangzhou .
Secretary and interpreter to Director Mr. Zheng, checked assign-
ments, interpreted for business negotiations and business commu-

nication

I1. Study the words and expressions, and copy the sentence in which each of them

appears.

Personnel Assistant ANEB

application /,apli'keifon/ n. B

resume /ri'zjuim/ n. BH

present /'preznt/ vt. #HR

identify /ai'dentifai/ vt. Bk

indicate /'indikeit/ vt.

attract /o'trekt/ vt. FIROEB . FES)
specific /spi'sifik/ adj. HHATIERE
absolutely /'absslu:tli/ adv. STEH

concise /kon'sais/ adj. MIHEER



