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Unit

Recruiting

DT

(1) Who is going to take over his work after
he leaves?

e T 205, Wk iy A2

@) It's urgent. We have to find another
person to replace him as soon as possible.
PR EEH, WAGRIREI S Ak
B,

(@) We will have a group meeting to decide
who is going to get this position.
BATEIF— AR S DOk e 52 e 15 3]
XANERAL

() We haven’t found an eligible candidate.
ROTEBA B H B RN,

() It seems that Bob is qualified to get this
position.

B L%, WIBRARREBA L,

(&) What kind of people do you want to
employ? {RAEJE T ARERI AR ?

@ We'll require a four-year degree candidate
preferably in marketing. {7 3R 24 Fl 2%
Ui, BFREHE RIS,

@) We'll require two years’ working experi-
ences. WATERBIER TIELH,

() The person needs to be outgoing, good at
organizing himself, and able to work
independently. 15 3 # 5 /& 4h 1], 4%
FREE, HAEBMS TAERA,

@9 Are there any specific qualifications for the
first-round interview?
BRI 25 5 B Y B SR g

@1 All the candidates should have a bachelor
degree. P N HEH LA %4207,

@2 Specialty in marketing is preferable.

B REBHEK,
@3 A good command of English is of great

importance. R %f#3IEKF+ 4 EE,

® e 0 @ I

Ask about Recruitment « « - -

W E SR

J1: We need a good replacement. Since Alice
left, Bob has been working overtime for a

KFE J2=Jesse= AFH

|
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

D BMEZ—AMRIFOBEA R, AT

MM ASE, BHC LT & — 2 g



J2:

J1t

J2:

J1z

J2:

whole week. How is our recruitment going?
Here are the resumes and cover letters for
you. They were faxed in over the weekend.
And these are the responses we received by
email from our Internet ads on Saturday.
Internet job ads sure are effective. Any
decent candidates?

We have many qualified applicants. That
shouldn’t be a problem.

Remember, it’s a company policy to
interview every qualified applicant. Screen
these fifty applications and choose 10
candidates for me by the end of the day.
We will have the first round interview
tomorrow.

OK. I'll reserve the small conference room

for tomorrow’s interview.

IConversation '

_ H=Hemy=¥#] $-

: I need a good replacement. I don’t want to

give Craig more work.
Here are more resumes and cover letters for

you. They were faxed in over the weekend.

: Good. And we should get more today.

Any decent candidates?

: Not yet. I want someone experienced in our

industry.

Remember, it’s a company policy to

interview every qualified applicant.
We only have a few. That shouldn’t be a
problem.

. Here are the responses we received via email

from our Internet ads on Saturday.
There must be thirty!
Forty-three, actually.

: I'd better get on the phone and start setting

up interviews.

Remember, interview every qualified appli

J2:

Ji1:

J2:

J1:

J2:

Sally =

T, BEHITHEHR?

KEA— KB AR RRE, HEARRE
fitkey, BAXEREZMAESFER
B3 Sl 30 8 & DR A i

MEigm 4 ARARK, ASENA
%7
SRR Y, RIERRFA,

B, NEANEZSHEAN S LI
F AT E R, A K T HEAT A KA 50 A
REE ¥ ikt 10 A, WRAMEEL
A7 5% — @K,

EEM, RALEEZFITAXRBAZAY
PRWE,

wA
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Mm% TH,
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AT R,
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DR R AL
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“Chapter 1

cant.

: Oh, and there are responses from Sunday —

another sixty. Internet job ads sure are
effective!

: One hundred resumes? I’ll be here all day,

and T'll be interviewing for a month.
Anything to keep from giving me extra
work, right?

hundred
applications for me by the end of.the day!

Wrong! Here. Screen these

K.,
ek, XBR ZHA K EE—o60
o M L8R £F e A )

P EW A RARFERAF LR,

BEX—AMAT,

DAX SR ARGE G T ik R R B B S 69 T Ak,

e,
Bl ReX Bk AR THAHKGik
—TFiX 100 4% 5 !

“cee+ 1 Make a Job Ad #|EIERE & o o = « .

{Conversation '~

¢ Donna gave notice last week. We’ll need to

fill her position.

: Oh, no! My workload will double! How

much notice did she give?

. She gave two weeks. That gives us time to

hire and train a replacement.

: More work |
¢ No one will get stuck with more work if we

quickly find a replacement! Now, help me
outline the requirements for a job ad.

: OK. “Able to skip lunch, work overtime,

meet impossible deadlines” .

: No one will respond to that ad. Anyway,

we’ll require a four-year degree, preferably
in marketing...

- And experience |
: We’ll require two years’ experiences. What

else would you suggest?

: The person needs to be outgoing, good at

organizing himself, and able to work

independently.

: Right. You don’t want to hold his or her

hand all the time.

: Exactly, that just means more work for me !

T=Tony =4t/ R=Rose=¥if
i

R:

B LR L T SR K ARRAL

M4 IR 42,
T R THFTLmiE) WBEA S X
89 4% b B A 7

B R o BT A B AVE A B e X 38 5 2 9| %
#HA

IHE ST

o RBEARE R R B B AL, TS5
Fa¥m! RNEHZ BRI B 22

R BR sk TS Kreo

DER. “TARYLHRE, T, T
IR TR H AT R B A7
PRAAREIIABI S A, B2, &4
RROFR AL, RG24 5 1
R

REA IHZE)
RMNEREABEINGZR, hEHH
7

BANALISNE, EEHEE, & Bk

il/[/Fo
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T4k

D, AEARE R LB LB R A
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T: It won’t be! Now, go and type up a job ad

R:

0

. Oh, no.

for me.

Ah-ha! Extra work already !

Alice gave me her letter of resignation
yesterday. It came as a bit of a surprise.
We’ll need to fill her position.

My workload will double! When
will she leave our company ?

: She plans to stay until the end of the month

to complete her project.

: So she gave two weeks. That gives us time

to hire and train a replacement.

: No one will get stuck with more work if we

quickly find a replacement! Now, help me
outline the requirements for a job ad.

: OK. Anyway we will require a four-year

degree,
with a good command of English.

Also with experiences. We’ll require three
year’s experiences working in a foreign trade
company. What else would you suggest?

I think the person should be flexible,
creative, organized and able to work in a

preferably Business Administration

team atmosphere.

: Now we have a list of job requirements and

duties... What about the salary range?

. The salary is fifteen to twenty-five thousand

dollars a month, depending on experience.

: Wow, the salary is very attractive. Now,

let’s go and type up this job ad.

T:

R:

R AN KIeIBIE 47 ke,

fes | R TFRAFIITAET!

S:

2

2

2

¢

S:

D e EZATEE

im%%kﬁ&ﬁx?&?ﬁaoiﬁ$
A EEK, BANFERARER,

THT, ROIEZIXLHENT, R4

1% & s ?

DA X AFEXAA AR, TR R

FAo

DT VARE BANE T AR R, RAVEA

B ) X BB ATA
Krkiiidﬁ*é/\ii ItEEwk
Ra¥gm,
fﬁ%iﬁvﬂﬁ%%ﬁvﬂo

e, BXEMEZwWEHAFFL, R
TR AL E S B FEEKTZHHA

P RRA IMEE, RNBREST A

ZHIHZE, REFFLAEN?

D RIAARBRELARE, AN, Hi

25t E Ak AR E T T4k,

&m%ﬁﬁ&Tlﬁmﬁﬁéﬁ%m
...... lﬁz&@ﬁ%/‘?

: *ﬁ%l’f’?%%’ﬁr B, A # 4 15 000 2|

25 000 £ TR %,
vk X AN AKRA RG] A,
R TP ke,

A AT X Ae

~=eee I Have an Interview #H4THIX ¢ e - ¢

Wi #1347, s,

W: Good morning, Miss Lin.

M: Good morning. Please sit down.

M: L3, &4,
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¥ Chapter

W: I've received your letter, Miss Lin.

M: Good. What types of work are you looking
for?

Just the work of a junior clerk or secretary.
Why do you want to work in our company ?
I think this is a good place for me to use

what I have learned in university and also
practice my English in my work.

How long have you been studying English?
For ten years.

Have you finished college?

Yes, I have.

Well, would you read aloud this paragraph
in this newspaper in English?

W: Yes, Miss Lin.

(Miss Wang reads. )

Your pronunciation is very good.

Thank you.

Can you use a computer?
es, I often operate a word processor. I'm

not too skillful, but I think I can learn it
quickly.

M: Will you show me?

W: Yes, Miss Lin.

(Miss Wang works on the computer. )

M: OK. Typing is not too bad. There are not
too many mistakes.

: I'm out of practice, Miss Lin.

A little practice will put you in shape.

I think so. Do you think you could employ

2%

me, Miss Lin?
* Yes. What salary do you expect per month?
As you see fit, Miss Lin.
We'll start you off at 1,000 yuan RMB a
month, and after three months, we’ll give
you 1, 500 yuan.

g2

4 Converéatlon ’

A: My major and working experience make me
qualified for this position. And I don’t mind

W:
M: X357, thBER—DH 246 T4HR?

M:
W.

KOKE T IReg kA2, Ao,

RAR— DB A T,

WA 2 B R BN TER?
RBXERBERASENRERTE
FEGEAD, HEThP %I RegkE

hRFRIES KutiE T2

1057,

WiETKFET B2

28,

W, KK FiE—FXRBRKEARES
#3X — B L 47 9

SERg, Mo dE,

EEE,)

GRSF & 5

AR

REAE R & v 2

RE), REFTHERALFL R A%, R 2
R, 12K TR L0,

TR LR A A ?
AHy, M,

(MR ESR,)

M:

zggs

A:

e, WFEERE, LEAFL S
AR,

BIFARLST T, k4,
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RALRZAE,
IS ¥

PRIN A ARAT B T AR K v |
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WA % VAiER, Hho4a?
&M%%&ﬂ %4R1000 TARK G, =4
R, #A1500 7,

AT e fo LA 5 Itk K AR AR XN BR
fro M B RAFEMRREMA,



getting my hands dirty.
: What has interested you in ABC Company?

: I want to work for a company in which this
education would be asset. And ABC
Company’s outstanding reputation within the
industry attracts many young people like
me.

: What’s your long-range goal?

: I'd like to bring to ABC Company not only
my technical skills, ambition, enthusiasm
but also my loyalty. A sincere desire to
become an administrative assistant is at the

heart of my career plans.

: Why did you leave the previous company?

: I used to work in a trading company as
marketing manager, but I prefer to be a
small fish in a big pond.

. A small fish in a big pond?

: Your operations are global, so I feel I can
gain the most from working in this kind of

environment.

giConversation

: What salary are you expecting?

: In regard to salary, I’ll leave it to you to
decide after you have seen the kind of work
I can do.

: Hmm. The salary would be ¥4, 500 to
start, with increases given according to
your performance.

: That sounds good to me.

: You should be hearing from us within a few
days.

: Thank you.

»

A+ 44848 35 ABC 28] B 34487

ABU A FEL RS T, B E
ABC &) f£iZ A7kt B 4k % 5 R 7] T F
SR SEREAL

D ARE KRR A L7
T XA ABC 2 5] 89 RARZ K40 #6437

L F A S e TR, E A K
Bk, RBEAHN —BRAH— &5
AR

AN 48X E—4 47
REXAE-—RRHAEEHREE, (2
RTREXAELNG &,

R 2oy &9

DRG] B R ARAY, R AEIH

—AREFIHIUKER S,

A RO HERS S
RTHAK, FEBRRGIHEREZS,

D, RAARFIFZ 4500 T, S AIRIE

1Rag s 2,

Uk R,
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Dealing with Emails

Unit

R A7 A

@) Is it complicated to apply for a free

mailbox?
F T S B R A SR A 7

(@) It’s very easy. You just need to fill out an
application form on the webpage.
EHES, WATELEMT EIH—H
A

(3} Firstly, you need to apply for a mail
account. Without it you can neither send
nor receive an email.
B, WREERFE-TIRMEKS, BF
HRAF W P R BE A BB A& HF 44 1 A RE Y
HRAF o

(4) Please remember your ID and password.
Next time when you want to enter into
your mailbox, you should register with
your correct ID and password.
TR P2 ERS . T IRIRE#
AMREERAR R, RTGFH IE B 89 P 4 F
TN

(5) Let me give you a demonstration; try this
way...
IERAVRER —TFIE, B

(6) Why not you send a message to me on the

net?

P AARTEM b3 R B WR?

() I haven’t got an email box.
B BEA T HRAE o

@) I don’t know how to use email.
FA 0 TE fn e (55 Y HL IR

(3) The email I sent this morning was returned
as undeliverable.
SRE EREBERIFGOR ER T, R
REAHE,

&0 There is no Internet service in my office
building.
AT I KRB P IR 5 o

@ Do you have a computer hooked-up?
PR e L B R R 7

@2 Sorry, I couldn’t hook up my computer on
the Internet.
XA, FH A i B B

@3 No, the technicians are coming to check
what’s wrong about the network.
BA, BERARDS EERR 2 &R IL
HERET o

@4 No, my computer doesn’t support wireless

network service.

BH, HEHRASTRILLMERS .
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Help to Send Emails ® * * = -

IR X B FER

: Excuse me, Jane.
: What’s the matter?
. There’s something wrong with my email. It

can’t be sent out successfully.

: Let me see. Maybe you have input the

wrong address.

: No. Look, the address is correct.
: Err... look, you have typed a capital letter

where you should have typed a small letter.

: Oh, Isee. If it were not you I couldn’t find

it till tomorrow. Thank you very much.

P HH/—TF, B8,
T HAEIL?
PRGOS TR T M, R E AR,

DAERA A, TR FHE T,

DR, RAR, XAMAEZ EHG,
R, A, R A NEFERRTE

ARKET,

PR, RPAT . wRAAR, PR KL

AART o AFF M,

*=e+ I Receive and send letters If & (S = = -

Beijing. Shall I take it to you?

: Oh, very good, please. Maybe it is the one

I have been waiting for.

. Here you are.
: Thank you. Are there any other things

except this one for me today?

. There hasn’t been so far.
! Would you please help me get these letters

posted? This one is important and urgent.
Please send it by express. The others are
ordinary letters.

B: OK. Is there any information I should

—3E, ZRERD?

DR, RIFT . AEERE, THRAKLK

EFHARH,

DRy, %,
DM, BT A, A KR K 6 5 64

H5?

DR B AT AIREE A,
DR R R R R X H R EFS

WEf, HAREFE, Lkt
(E

DA B EBMAS M LA



