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L (FRAL) 4, KEAN, FREAP I FERAR
KEAST—NBHERYPEARE, TROEANERP TR
&,

Luke: You must be Caroline.

Caroline: Oh, I'm sorry. The door was open so I just walked in.

Luke: I'm Luke Marshall. We talked on the phone.

P R—RRAFiEHe,

Figh: R, THFEE, NAH0, KMALBEAT.

PR: RRP L DR, AMALELEELT,

B2k AARERY TAAE, REAKEH
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/
| come here to apply for the job of : 0
BRERE_ BRI,

“apply for” X—4EERLELEER, & ‘KR #HELE, =
HE A FERE X, TUARR LR, TR “apply for -
position” &j4) &

BHELELZEEMTLARMAREL, RAET T UARIE, HR
Foili BRI RN L) RRAE, UTRAFTLARIEZE K, Bk
H#fek A,

@ &pt (Finance) .

cashier ({H#8) /accountant (=i1) /account manager (BF°
2Z18) ffinancial advisor (BRG] ) /fund manager (EE&1E) /
lobby manager (X&) /bond analyst (UEZSDHTR)

© HiFEH (Marketing) .

product manager (F=G@&IE) /market researcher (THiZEH
3 )/ market research manager (TOiZHHEIE ) /sales assistant (£
E£8M8) / marketing manager (THiZHEESE)

© XHE (Education) .
teacher ( # il ) /overseas-study consultant ( % i [@ ) /
teaching assistant (B1Z0)

@ ERHEAR (T) .
software engineer (34T #2Uf) / service engineer (4HZ T12IM)



BBBGEERE
© BE<L (Job Fair) . -
recruitment fair (BF8%) /on-campus job fair (REBES) /
off-campus job fair (RIMBEEZ) / on-site recruiting (IIZHBEEE) /
milk round GUDBE, REEE)

@ ®F (Resume) .

native place ( & & ) /citizenship ( E 8 ) /present address
( BHEIMIL) /postal code (BIEL4REZ ) family status ( FEEIR
) /marital status (IBIRIR) /single (KUE) /married (E8) /
divorced(B1&)/date of availability(TJR|ERAYE) )/curriculum (RF2)

% TR

1. BEINEER SIMIATNBEE &

| noticed your advertisement outside.
2. BNRATRHN TN R R,

I'm interested in the job opportunity of your company.
3. BERALBEIRATHSHHENRRE &, RRIB.
| saw your advertisement in the newspaper for a sales
assistant. | offer myself for the post.
X EREDAZERIZ? Is this position still vacant?
REFAEREXD TIE? How can | apply for this job?
X THERBAIS? s this job still available?
BEEEHEINREIINI, 1REEFIRIZ? | want to apply for
the position of sales assistant. Can you help me?
8. FBEREREIMEX D TIE.

| think I'm qualified and suitable for this job.
9. AEHEMERIZ? Any other requirements?
10. REGEHALEE, | hand in my resume to you.

N o oA

003

%
B
7
i}
it
1l
2



N WREMELSHE—THZE, ULBERATIIE, RESFEBEB,
I will appreciate it if you give me a chance to work in your
company.

12. fRREEE TERARO ST

Can you leave your phone number or e-mail address?

% LRREALER

@ BHEHARLRAELR.
1. I'm interested in the job opportunity of your company.
BNRATRHTIEN SRR,
2. | notice your advertisement and | came here at once.
PRENRNTINBBEE, SLEMIET .
3. How can | apply for this job? F/EiFEEEREX D TIE?
4. Do you have any booklet introducing this job and your

company? BAENBX TR ATNEERIZ?

@ B E AR
1. Please take a look at my resume. B8 & FEVED,
2. Here is my resume. B TENE Do
3. It'll be great if you consider my application.
BEERRNEE, FERA
4. Do you have time viewing my resume?

BREENEE— T REEHE?

@ 88 B

1. Is this job still available? X T{EABAIZ?
A: Is this job still available? iX A 4% 43 A %9
B: Yes. It's still available. & #5, #£11i£43,

2. | want to ask about this job. BB TE— X T T1E,

3. Can you give me a briefing on this job?
e B — X T LIER?

4. What can | get from this job? FREEMIXD TYECRREE AQ

R
C

004



5.

What's the best thing about this job? IX ™ T/ERBEI—mR Bt A2

© BAABIRRBTIFNR.

1.

Excuse me. | want to apply for the sales assistant.
MG, FEEBEHENRX TR
A: Excuse me. I want to apply for the sales assistant.
RAF R P HAEE B LXARL,
B: Welcome. Anything I can help? sk "%, A 4 & H k65759
My abilities and characteristics suit this job.
BBV R RESHBIX T LIE,
I'm enthusiastic, hard working and ready for challenges and
difficulties.
BAARME, TIFE7, FHous EERasv e aA0miE
My ability and experience will speak for me.

HBVRE DAL,

%Mﬂﬁiﬁiﬁﬁﬁﬂ

(K##& . LiTian & &K'F: Mr. Smith £ FHiE %)
1) Opening a Conversation FF/EX}i&

Smith: Can | help you?

L

i Tian: Yes, I'm Li Tian. | am still looking for a job. | noticed your
advertisement outside.

Smith: Welcome, I'm David Smith, the personnel manager nice to

|

meet you, Miss. Li. 24 o
| Tian: Nice to meet you too, Mr. Smith. g5

Smith: Which kind of job do you want? ﬁﬁ"‘;;;"j’f
, o i 12 3)
T :
[ Tian: I'minterested in the sales 4 Inoticed your

assistant position in your company.  ,qvertisement outside.

LB R
FH:  REF, REFH, REERITE, EHEEDTHRNNBET S,

005
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LB
.
SREH:
=

Rill, REABRBEEAR - LB, BRSXEAMRRKR, =0E,
TR, EEH%E,

{RIBIBEHARAIIR?

BRRIA S HE B NI RERNGR,

2) Asking for Details i) o) 405

Li Tian: | want to know the duty of this sales assistant position?

Smith: A sales assistant’s major duty is to cooperate with the sales
manager to organize data, manage schedule and maintain
the relationship with customers.

LiTian: | see. What qualities are crucial to a sales assistant in your
opinion?

Smith: Enthusiasm, professionalism and follow-up skills are useful
in this position. .

Li Tian: Thank you for your introduction. »{f;"

S-mi.th: You're welcome. | :ﬁ.ﬂﬁﬁﬁﬁﬁ.ﬂf&‘

LiTian: | think I'm qualified and suitable for x4 ff_ 1 think I'm
this job. qualified and suitable

Smith: Why don't you give me your resume ~ for this job. -
and have a try?

FH:  BROEHESHEHMLTL?

SEH HEPENZZIRENDHESBERER. RIGEHEREP XA,

FH#: RBAT. BLERBHEHERREHAFNRHAR?

SEH: X-RUREROREEELLEATRTE,

.  FERHEHNE,

BB FES.

FH. BECSREEAMEXHNTIE

SEEH RARHE, AHATAR—MROEHRE?

RS S .
3) Introducing Yourself to the Potential Employers
HEHENMRLEBENEE
Li Tian: Good morning, I'm Li Tian and | want to apply for the sales



Smith:

Li Tian:

Smith:

Li Tian:

Smith:

Li Tian:

Smith:

Li Tian:

Smith:

Li Tian:

=H.
ST
EiE
S
=it

SR
=
S
T

assistant.

Hello Miss. Li. I'm David Smith, the personnel manager.
Here is my resume.

OK. Please tell me about yourself.

| am a senior student in Peking University. | study in English
and | also study Accounting as a minor subject. | am a
member of the school student union.

This job is challenging. You have to be hard working. Are
you ready for it?

Yes, | am. | have a passion for this job. | will appreciate it if
you give me a chance to work in your company.

All right. From your resume and your introduction, | think
you are the person we want.
Thank you, Mr. Smith.

We'll contact you later for an

Je R B RAK -, ik

KLFNE I, R2EF

OK. See you. B %6, 1 will appreciate it if
you give me a chance to work

B, HEFH, RERERAF in your company.

S EER AL

interview. See you then.

c REFNE, RRASHEERD -

S,

BRTROER.

7, RENB—TBEZE,

BRIERARKOHEE, TWRIE, HEST. HRRFESHMRA.
BN THERRRSEN. REZEESH, EXMOEREST?

BE, BEFERRM T nREEER TS, ILRERLS TIE,
HE BRI,

HFIE, MRABHFNBRE, RERNELBHUA.

WHSR, REHTEE,

FEEEER, BNSHRRRN, BEEL.

e, BIRRR.
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t}'}l@ HI %3 T H-A

824 KIRAE (jobseeker) A= Al A ¥ 42 (employer) 43¢
T—AMEEXATE, BAMNFHRMEITH, ZANKNAHE
(win-win situation) , @ 4 (confidence) . # H (passion) ., #&
% (smile) 3305 FAR&5 B A , Fwre £ &R 2 69942 (expected
position) , AAREZEAURFGRED LR, K& RA KA
FT7. BEKEFTHAENE, AALGAN AT TR, 2R
REH#HFT—VHEK, AEELERE, LARAALZRFER A

7# A (contact information) , A& B AN F M ERAL S, RET
1Ry,

»



