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Job Hunting

ection |
Speaking and Listening Activities

A" Learnto Say

Pa

Dialogue 1 Job application

A: Good morning, David.

B: Good morning, Vicky. What have you been up to lately?

A: Not much. Actually I've just lost my job.

B: How come? You've been holding that job for years.

A: That's true, but the new boss came and we couldn’t stand each other at all.
B: | see, but what do you plan to do next?

A: Of course, | need to find another job. In the last two weeks | have applied for

several jobs, but no luck.

B: Don’t feel upset. You know yesterday | heard there was an opening in my

company.
A: Really? What position?

B: Assistant Manager of Human Resources Department.

A: Great! I'm experienced in that kind of job. Shall | apply for it now?

B: Sure. The sooner, the better. Get your resume and the credentials ready, and I'll

see if | can get you an interview directly.
A: Thanks a million, you're so helpful.



Useful Language

Job application Responses
1. What have you been up to lately? 1. Not much. | lost my job.
2. I've applied for several jobs, but no luck. | 2. Don't feel upset.
3. What is the vacant position? 3. Assistant Manager of HR Department.

C§ Task Oral work

Situation: In the last two months you have applied for several jobs, but no

w > W P

>

A:

luck. Learning from a friend that his company is looking for a
senior production planner, you intend to apply for the post. Make a

dialogue between you and your friend, using the information given.

Dialogue 2 Job application by phone

: Hello? BM company.
: Hello! May | speak to Mr. William?
: Sorry, but he is not in at the moment. Can | take a message?

: Oh, not necessary. In fact I'm calling to check whether your company is still

recruiting new staff.

: For that matter, I'm able to help. Right now, we still have one opening left. That is

sales manager. Are you interested?

: Sure, | am. | have a lot of experience in sales and marketing. How shall | apply for

that position?

: You must send in your resume first. Then all you need to do is to wait for our interview.
: | see. But | wonder if your boss has any bias against women.
A

Oh, no! That's the last thing you need to worry about. Mr. William is very
democratic and open-minded.

: That's great. | will fax my resume to your office as soon as possible. | really

appreciate your help!
With pleasure!

(2



Useful Language

Asking for information Responses

1. I'm calling to check whether your | 1. We have one opening left.

company is still recruiting new staff. 2. You must send in your resume first.
2. How shall | apply for that position? 3. That’s the last thing you need to
3. | wonder if your boss has any bias worry about.

against women.

C(’ Task Oral work

Situation: You are interested in the job advertised in yesterday’s China Daily. You
make a call to the HR of the company about the requirements of the job.
Make a dialogue between you and the HR, using the information given.

Dialogue 3 CV preparation

A: Hi, | sure am glad to meet you.

™

: Are you kidding me? Why do you say so?

>

: You know, I'm about to graduate and | have to look for a job as soon as possible.
But | haven't the faintest idea of how to go about finding a job.

: OK. Let me see where to start.

: | guess first | should prepare a resume, right?

: Sure. You should include your name, address and phone number in your resume.

: Then what else should | put into my resume?

: Your job objectives, of course. In other words, what kind of job are you searching for?

% > = > @

: 1 got it. Then | should mention my education background and working experience,
should 1?
B: Yes. And don't forget to list them by date. Besides, you should begin with the most
recent and then move backward.
A: | see. Is that all?

B: No, it's also necessary to list a few related interests that are in some way

3
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A: Oh, good point. You mean here | should show off my special skills and talents to

impress the boss.

B: You said it. At last you'd better attach a list of references to your resume or CV.

>

: That's easy.

B: And one more thing, smile widely! Because you are on your way to the job of your

dreams.

Useful Language

CV preparation

Responses

1. | haven’t the faintest idea of how to
go about finding a job

2.1 guess first | should prepare a
resume, right?

3. You mean | should show off my special
skills and talents to impress the boss.

1. Let me see where to start.

2. Sure. You should include... in your
resume.

3. You said it.

Q Task Oral work

Situation: You have been out of job for two months. And now you come to

the job center and ask for help. Make a dialogue between you and

the job center clerk, using the information given.

a

I. Listen to the following dialogue and complete the blanks according

to what you've heard.
A: Come in. My name is Harry Lin. (1)

(4



B: My name is John Wang. How do you do?

A: (2)

B: Thank you.

A: Let me ask you a few questions, Mr. Wang. (3) ?
B: (4) mechanics.

A: Have you ever (5) besides mechanics?

B: | have been leaming (6) and (7)

and have a CET-6 certificate.
: Good. We'll (8) . Thank you very much for coming.

: Thank you very much (9) . Mr. Lin.

A

B

A: You're quite welcome. Good-bye.
B: Good-bye.

IL. Listen to the following passage and fill in the blanks with what
you've heard.

Good morning! | have (1) . | wish to apply for the

position of senior clerk.

(2) Jlike a high command of English. In fact, |

graduated from the English Department of Beijing University four years ago. Since
my graduation, I've been working as a secretary in a small import and export

company.(3) . So | came here in the hope of gaining

more experience and further improving myself since your company is one of the most

prestigious trading companies. (4) . Also, I'm very good-

natured and always considered a pleasant team member by my former colleagues.
So (5)

If you think I'm a promising candidate and (6) , you

can refer to my CV and other credentials here.

Thank you for your time.
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ection Il
Better Your Reading

Part A Paseage

Practice Self-discipline in All Things

This is the most important single quality for success in life and in becoming a
self-made millionaire. If you can discipline yourself to do what you should do, when
you should do it, whether you feel like it or not, your success is virtually guaranteed.

The key to becoming a self-made millionaire is long-time perspective combined
with an ability to delay gratification in the short term. It is your ability to set a long-
term financial goal of becoming wealthy. You have to discipline yourself every single
day and with every single expenditure to ensure you do only those things that will
ultimately guarantee, you will achieve your long term goal.

Self-discipline means self-mastery, self-control, self-responsibility and self-
direction. The difference between successful people and failures is that successful
people make a habit of doing the things that failures do not like to do. And what
are those things? The things that failures don’t like to do are the same things as
successful people don't like to do. But successful people do them anyway because
they realize that these are the prices that they must pay for the success they desire.

Successful people are more concerned with pleasing results. Failures are
more concerned with pleasing methods. Successful people do things that are goal
achieving while unsuccessful people do things that are tension relieving. Successful
people do the things that are hard and necessary and important. Unsuccessful
people, on the other hand, prefer to do the things that are fun and easy and which
give immediate enjoyment.

The good news is that every act of self-discipline strengthens your other

disciplines as well. Every time you practice self-discipline, your self-esteem goes

(6
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up. You like and respect yourself even more. And the more you practise discipline

in small things, the more capable you become of the great disciplines in the great

opportunities and experiences and challenges of life.

Remember, everything in life is a test. Every day, every hour and sometimes

every minute, you are taking a test of self-mastery, self-control and self-discipline.

The test is to see whether you can make yourself do the things that are most

important and stay with them until they are compiete. The test is whether or not you

can keep your mind on what you want and where you are going rather than thinking

about things you don’'t want or problems you have had in the past. When you pass

the test, you move on to the next grade. And as long as you keep passing the test,

you keep moving onward and upward in your life.

self-made ['selfmeid]

millionaire [miljen'ea]

discipline ['disiplin]

virtually ['va:t[usli]

guarantee [geeran'ti:]

perspective [pa'spektiv]

combine [kam'bain]

delay [di'lei]

gratification [greetifi'keifan]

financial [fai'neen]al]
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