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This part consists of 5 units (Units I

situation any job applicant or new employee will

encounter in their career life.
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A job interview typically comes before the hiring decision, and is used to evaluate
the candidate. As a job applicant, you should answer questions naturally and be
confident for the interview. |

KREEXB R EAEBAREEL Z81#T, BRFERRE. fEA—BKRR
Z,REOEBHRBEZAER, NEARBERHE D

I-eam to Say FOii

1. I wish to apply for the advertised post.
AR S BRI

2. I'm currently attending school where I’ m doing a course in Business Administration.
BRI IEE2A R4, 2618 T L HIRAE.
3. As you will see from my resume, I have taken various courses in communication skills,

leadership, as well as quality control.
AR AE D ERTLAE B, RE Lk T RE 905 AE 1 AR B 4 55 7 iR

o
4. Having completed my training as an electrical engineer, I’ m now looking for a post in your

company.

a1 o T I A S AR




10.

11,

124

133

14,

15.

16.

17.

FESER T H S TR 5, FRABAE B2 7l TR — R

I speak fluent English and have a basic knowledge of French and German.
FRITFEVAFRAA , 18 BA BLTE FPER B2 A

I wish to work abroad and make use of my knowledge of languages.

Fe A B L HAN AR, XL AT AR A A9TE = AR,

After my vocational training, I worked for a local import and export firm for one year and a
half.

TEHRV BN Z I , RAEASH —FEHE Y 1120 R] TAE T —4FEmk ]

During my studies I did two internships in an art design company in New York City.
A, RAEAAT — K IR ARSI TR,

I’ m confident that I will be able to use my skills and experience in the advertised post.
(5 , BEACTR A E REAN 250 T P R S A HRAL

I feel that I meet the requirements set out in your advertisement.

I D IRAETE R IRARIE 5 BT AR,

I acquired a sound grounding in word processing during my years at the Commercial Col-
lege.

FAERT B I W JLAEIT A B, 2 H LSO T T T T H S Bl

I graduated from the Institute of Technology with excellent grade in English and data pro-
cessing.

FREEAMY T I B Be , SEiH AR AL PR R A BUSTEBIR LTS .

In the past two years I have been working part-time as a counter clerk.

i AR R R — BRI AR G IR TAE.

' m well acquainted with duties of an executive secretary.

AR FREATEAL BT .

I am seeking a change because I want to extend my knowledge of marketing.

TR AR S, AR B A RR.

['d like to work here because the company has more benefits and more opportunities for ad-
vancement.

FABLERX L TAE, BV RA A EZ R, S EZHEIIE.

My excellent presentation skills and planning capabilities would be an asset to your compa-
ny.

P 6 1 FEE BRI BE 0 5 FPRERAE A R

1—3@:@_ = £ PV S R SIIOE o SSRLTOW - D TN B W PR



18. My work experience has taught me to become customer-oriented and establish a good link

between customers and the company.

Ry TR R R Z P IER PRI Al Z A 7 RAFRIBKR o
19. 1 have up-to-date computer skills and ample knowledge of digital photography and archiving.
T BLA Boi i s I RE , B A F & BB SR RS B RS AR
20. My present employer is informed of my application and will be willing to act as a reference.

FRBUAE ) AR HTE IR AE HOE AR, BB MR A

 New Words and Expressions

interview ['mtavju:] n.
advertise ['®dvataiz] v.
administration [od:mini'stre1[an] n.
resume ['rezomer] n.
communication [ka.mju:ni'kerfan] n.
complete [kam'pli:t] v.
electrical [1'lektrikal] a.

fluent ['flu:ont] a.

vocational [vau'keifanal] a.
internship ['int3:nf1p] n.
requirement [rI'kwaramant] n.
grounding ['graundiy] n.
commercial [ko'm3:[2l] a.
institute ["mstitju:t] n.
technology [tek'nplad3zi] n.
acquainted [o'kweintid] a.
executive [1g'zekjutiv] a.
marketing ['ma:kitig] n.
advancement [ad'va:nsmant] n.
asset ['aset] n.

custoiner [’kAstamé] n.

orient ['o:r1ont] v.

digital ['dids1t]] a.
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photography [fa'tografi] n. HEAHA ; $85%

archive ['a:karv] v. E{WEREREE o2 P LEEReN 384
reference ['refrans] n. HEFEN BN

apply for HR s R

make use of & F B

set out [k ;

be informed of I 3R

act as 7o 58 1EH

Further Study ?ﬁﬁﬁﬁlﬂ

Directions: The following are common job interview questions and the answers given below
are only for your reference. Your response should be based on your own situation

and experience.

Common Job Interview Questions and Answers

SRERTE IR & L ja) /R % [e] 2

1. So tell me (a little) about yourself.

HIFR (—&)REAHNERE
Answer:

My name is David Chen, and I’ m a graduate of a commercial college. As you will see
from my resume, I have taken various courses in communication skills, leadership, as well
as quality control. I speak fluent English and have a basic knowledge of Japanese. I’ m
good at public speaking, and I’ ve been a group leader of several school projects. So I think
[ meet the requirements set out in your advertisement.

o pRERAE , B — AR e e Sl A . NIRRT sR IR LA R, RE LB 8L T8
W AE ST AR DL R R W S T TR . IAGE AR, HiERA —EM

Unit 1
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HERl . PRI, AR 1A 8 AR LA E /N ST BT AFRIA TR AE
RARITHIRIEER

Tell me what you know about this company.

HIFRRERN AL AWML TR

Answer:

I have been reading a lot about your company and I am very impressed. Your company
was established in 1980s, and now it is a joint-venture with a total of 10,000 employees.
Your company is mainly engaged in dairy development, production and sales. You have the
world-class dairy research center and advanced dairy processing technology, and you are
the largest of the three dairy enterprises in China.

L THXBRAFMIFL TR, AR T TIRZIMENS . 5t R T 20 142 80
R BER AR, B TABGEH] 10,000 A, 527 FENFFLE 54
ARG . RO R — R FL A ST R O A e A L s TR R E A =
ZEFLH Al , PRATT B AR fR K
Why do you want to work at our company?

AT LAERENLT IIE?
Answer:

Because my major is just in line with the areas your company deals with, and I hope I
can apply what I’ ve learned at school to practical work. I’ m not just looking for a pay-
check, I love my major and am proud of my profession. Your company produces a superior
product and provides an excellent service. I share the values that make this possible, which
should enable me to fit in the team.

P F Ll 5 518 w48 99 A — B, B A B AR A2 B i R R 3
ERkP L. RARBRANT TH, RAERMOL L, A SHBIER AEE. /A
A B A B 7 it L RBSR Pt — A AR 55 . FRBEFEARAT A M E LS, X Rl B TR
AVRATEI T BA
What relevant experience do you have?

REBMLEHEXNEH?
Answer:

I’ ve taken the practical training course at college and gained a decent amount of

knowledge and experience in this field after doing my internship in a local business. My un-

cle is a sales manager working in a joint venture. I visited my uncle and worked as his assis-

Unit 1
L 7

tant for two months last year.



7.

A FE SR 76 43— KA R I 25, FEX T EIRG T AP R
20y, AR KA AR E SN, ZEREF R, S5 TR A /B
H,

Have you done anything to further your experience?
RS A B ERE—TFEEROEHG?
Answer:

Yes. I’ ve done everything I can to further my experience. During the summer vaca-
tion, I worked part-time with ABC Company on the same post, and my past record was re-
ally good there. I’ m currently attending school where I’ m doing a course in Business Ad-
ministration, which is related to my major.

M. RRAKREFE ACKE . FEMEIEE ABC 2 6l IR, TAE R ALAH
A, RIMEF . IRFIRIEAE A RAB T TR B A IRAR , X SR ATl R A
Where else have you applied?

{RIEFEM 2 KT ER?
Answer:

I’ ve been applying to a couple of places (general names), but this is the one position
that I believe is the best fit for me. I’ d love the opportunity to work in your company. I’ m
confident that my educational background and work experience would help me make a
very positive contribution to your company.

FAEW =BT B (L B i — A 5 BRME X - BREa K. R
TREAVSTERA A TAE. RoufE, ROBE TR LAEZNEE B TR A A
1 B ) SR
How are you when you’ re working under pressure?

TE BB ENRRSERZEHD?
Answer:

I think pressure is an inevitable part of any work. I enjoy working under pressure, and
I’ ve produced some of my best work in such situations. I could prioritize my tasks and do
the most important one first, then the second etc. I would inform my clients if they have a
wait. Sometimes [ would ask for team help if necessary.

FUWNEM TAEER A T SA RS . RERK TAERH K7, i AR A 5% o
W e — iR ST, RSB SR ES R, oM E M, RERKE
fE . MR SR PSR, WA AR, W S, TR BB A 2 55K B 35

e R e Lk SO R N Rl et e S 1T L g



10.

What motivates you to do a good job?
RF TIERIZBI AR A?
Answer:

I’ m always motivated by setting goals that are challenging and my determination to
achieve those goals. I want to become better at my job, and I want to help others. I also
want to be a leader in our field. There is something on the inside of me that keeps pushing
to expand myself by working harder, smarter, and more efficiently. Primarily I am motivat-
ed by my life’s pursuits.

KT HIBN 1K A TH L BA PR B AR, R S i 26 BARi gL . FREAR
B TAEMES B H A LW . REE B A &GP a s . RNoH—Fh
A RARE , MEgh B 255 ) SR AR TAE . [EMRA B, M TAE
B IR TR AA RGBSR
What’s your greatest strength?

REXRHIL R A?
Answer:

I have a college diploma and a B.A./ M.A. degree from the University. I have good com-
puter skills as well as oral communication skills. I can speak fluent English and have a basic
knowledge of French and German. 1’ m hardworking, punctual and responsible, and 1'm a
person with the flexibility to handle change. But the greatest strength is my loyalty and ded-
ication to the company I work for.

A K2 EMY SCFE, A T % LA 2407 FREA RS b Bl A 11 3k Y 4
fiE. WIGHEVASRGA], Bt FfEh A —E 0 aEal . HTAES ) Seit B THEL R
—THA RIEERBASRE A . MFRE AL , RS 28 ] i B Ao 1
What's your biggest weakness?

REXHBREMTA?
Answer:

I pride myself on being a “big picture” guy. I have to admit I sometimes miss small de-
tails, but I always learn from someone who is detail-oriented in my team. I also feel that
my time management skills could be stronger, and I’ m constantly working to improve
them.

oI LLh AZEM RN INKAEER" N AT RAF AN RHEA KRR/
4 HER—-BEmARPERERM TN . RERIRA, B &R REA
T HE—2hngs , 377 TR ETESS Jyhn L .
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11. Let’s talk about salary. What are you looking for?
ERIMKARFEE, RAZERTA?
Answer:

I’ m interested in finding a job that is a good fit for me. I’ m sure whatever salary you’ re
paying is consistent with the rest of the market. / I’ d appreciate it if you could make me an
offer based on whatever you’ ve budgeted for this position and we can go from there.

TR PLEIAE TR B —NE ST TAE . IEIRISI A i FE 2 Mirm i LR
— 3./ ANRARITIF A TR S 2 LA b L TR Bt 19 , FRAS e IRl AR A A T i)
B HEM

12. Are you good at working in a team?
fR&EFHER A TIEME?
Answer:

Yes, I think so. I enjoy other people’s company and I enjoy discussions with others. I
can accept others’ opinions even if they differ from mine. I also enjoy meotivating people
by praising them for their achievements. I find that working in a group improves the work
performance, as well as creates a proper work flow and information distribution between
team members. I think that team work always increases efficiency at work.

Jefy, AR XA . RERSNAE R, WERSHMA SRS BMEH
ANHY R WA, B2 . REEWRARG T Bk AE AT RtE . 3
KB, P BA O EAS AL RE I bR T4 2 B2 DA R B 53 22 18] 4R B 3 U, i BB 4R i Ak 45 .
FIA g A BARC & B RESR &5 AR,

13. Is there anyone you just could not work with?
HERABIETESZHETAHIA?
Answer:

No. I’ m an easy-going person, and I can work with anyone. So far in my life I’ ve nev-
er found anyone who is so picky and difficult that I cannot deal with.

By BRI, BESEMA—REISE . EFHFPIESRIE, RIKREH
—PARE S ZAT B PR SIMESEZ A .

14. Tell me a suggestion you have made that was implemented.
BIFR— T HRRHFF BRI
Answer:
OK, let me tell you a story. During my internship in an electronics company, I once

made a suggestion about “participative management,” which encourages the involvement

Unit 1
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