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() T haven’t found a job after graduation.

Bl 5 R B T A

You can email resumes to: chen @

163. com. & A LK J8 Ji 7F B B 1 HR
#fi: chen@163. com,

(3) How about hunting a job for her on

Internet? FEH7E R R Gy THEEARE?

(4) Any interesting jobs listed on the Internet

today? 4K LA 4 TAERG?

5) You’d better confine your application

materials to one page.

PRE 1R T A Wi A — TR 4K o

I got the information from www. humanre-
source. com. FRAEHE AN EHEM LFE
E2l[: )8

R |

Send an

: Xiao Cui, I haven’t found a job after

graduation.

: Don’t worry about it. You can email your

resume to: chen@ 163. com.

: Then I'll find a job?
: Maybe. It's a manager’s mailbox.
: Thanks! I'll try.

Job-hunting on the
Internet % |>KEH

(@) You are expected to know the email

@

address of the company.

FRAR WA 251 2601 T8 2 ) £ v, IR AR Lk
Send out an application through job
channels on websites.

ARAE T 3 SR RIS % A SRRV o
It's a job selling children’s books to
bookstores.

AR A1 B JE 2 LE A TAE

You are the leading company in the
chemistry industry.

B AR AL T U Je Sk ARk o

And your application will be read by many
companies.

REGRBE S BARZ A RB I

Email &ZiXhp - - -

I, G R ERE LA,

DAl AR T KB F B B T e

chen@163. com,

AR 4 % FEAE IR B TAED?
W, KRB
Wi, &EKRX



: That is

John, can you tell me how to apply for a
job on the Internet?

Just fill out an application.

Do 1 have to send an email?

You are expected to know the email address

of the company.

: But I still don’t know which company is in

need of staff.
Send

through job channels on the websites.

easy. out an application
Can any companies see my information?
It's a two-way choice. And your application
will be read by many companies.

Which websites offer this service?

21st Century, job. net and a few others.

I'll have a try. Thank you very much.

Good luck.
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(Two friends are talking about jobs listed on
the Internet. )

A:

B:

&2

Any interesting jobs listed on the Internet
today?

Well, there are a lot of retail jobs — selling
clothes and stuff. But you have to work on
Saturdays and Sundays.

Hmm. 1 hate working on weekends.

Hmm, so do I. Oh, there’s a job in sales.
job books to

bookstores.

It's a selling children’s

That sounds interesting.

Yeah. Let’s see. You need to have a

driver’s license. And you have to work some

evenings.

(BAMAEEZERARBEALEBRFF L

A:

B:

T AES)
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A: I don’t mind working evenings during the

week. And I enjoy driving. So, what’s the
phone number?

1 It’s 7983-455.

Conversation 's.

: Jack, do you know what’s wrong with

Lucy? She looks so depressed.

: She lost her job again.
: What? She just found this one two weeks

ago!

: We should help her. How about hunting a

job for her on the Internet?

: That’s a good idea. Then we have to write a

resume for her.

: I'll do it. You know I'm an expert of this

field.

: Can you tell me how to design a good

resume?

: Yes, you'd better confine your application

materials to one page. That will be clearer.
: Oh, I know it. Thank you.

: How did you hear about this position?
: I got the information from www. humanre-

source. com.

: Great! Do you know something about our

company ?

: Yes. You are the leading company in the

chemistry industry. Your products sell well
in China. I think you’ve found China is a
very profitable market.

: Very good! Have you got any working

experience in sales?

: Yes. I have 5 years of working experience

as a salesperson and I was a top sales person

at ABC Co., Ltd. last year.
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¢ Yes.

: Yes.

: You are very confident. I think I will ar-

range an interview for you with our general
manager. Please email your application ma-
terials to the website of our job agency for
Within five days, you can
check online to know the interview time.

enrollment.

Zhong You Company, this is Li Yong.

: Hi. Mr. Li. My name is Wang Bing. And

I’'m calling to see if the Engineer position on
the internet has been filled.

No, it is still open.

Great.

What kind of work experience do you have?
I have worked with the A Corp. for 5
years.

Really?

Well, I'd like to meet and talk with you.
That’s great.

{Conversatio

Is that Tasty Restaurant?
Yes.
I’m calling about your advertisement on the

What can I do for you?

internet for a waitress. Is the position still
vacant?

May I know your name?

My name is Wei Ling.

Okay, Miss Wei, have you got any expe-
rience in restaurant service?

I did a part-time job at KFC last
summer.

Good. You must know our working hours
are very long.

I don’t mind that.

: Fine. Would you please be here at 10 a. m.

tomorrow morning ?
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A: All right. I'll be there on time tomorrow. A: i, RARAERE],
B: I'll see you then. Bye-bye. B: MEAMARL, H R,
A: Bye. A FR,

- material M, B profitable
process  Fik, £, FR®
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I used to work as a mechanic and I was

responsible for the maintenance of all the
company vehicles. I LAR T &3 T4
THE, BaOSTHEBARINIAE EM.
Because the company is far from home
and I have to study after work, so I can’t
afford to waste time on the road everyday.
A AR ERFRIE, BT IHEEEGS
X, FTURARERER LIRFEREZH
it fa]

I learned to be patient when dealing with
customers’ complaints and try my best to
solve them. FEL T FEALBEE P HIHIAR
BB A TR O T LR Al AT A R
PRIME

Sometimes we are very busy and need to
work overtime.

A HEBEAT AR, FEmIE,
Would you like to tell me something about

your outstanding achievements?

A: What sort of experience do you have?

B:

I used to work as a mechanic and I was

®

@

@

A:
B:

A 4
RAFT FEE L0 T4, C 2507815

Work Experience
TEsS%:

REZR FARRIRH R Mk B 7

How would you evaluate the company you
are with? YRR ANMT PP VRBLTE 19 2 6] 7
Do you have recommendations from your
present employers?

WA B R R E ARSI
It takes me about two hours to get to
work. Your firm is quite near my home —
within walking distance.

WEARE B B RAZIEBA /N,
AT A R R EARE, EHRBIT .
Sometimes we have to work long hours if
something important comes up, and we
often work overtime. Would you be able
to do that? ik, WMRAHEEHHFR
AbEE, FRATEAE B T, T H AT
LWL, IREETTG?

We’ll inform you in writing within two
weeks if you are accepted.

WERVRGCR A, PR B TS R

IAEZF5?
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responsible for the maintenance of all the
company vehicles.

Where was your last job?

I worked in Chenming Paper Co. , Ltd.
Why did you quit your last job?

Because the company is far from home and I
have to study after work, so I can’t afford

to waste time on the road everyday.

A:

B:

>

: Yes.

: Do you have any work experience in this

field?

After my graduation from university, I
worked as an assistant manager in the
Market Department for a joint venture. So I

am familiar with marketing.

: What have you learned from the jobs you

have had?

I learned to be patient when dealing with
customers’ complaints and try my best to
solve them; I learned at my previous jobs

how to cooperate with my colleagues.

: What would your present colleague say

about you?

: They would say I am reliable and hardwork-

ing.

[Conversation'
Conversation o

Can you say something about yourself and
your past experience?

I have worked as a secretary in a trading com-
pany for 3 years. I interact well with peers,
clients, and bosses. I thrive on challenge and

work well in high-stress environments.

: How are your typing and shorthand skills?
: I can type 100 Chinese characters or take

dictation in English at 150 words per

minute.

o>w>
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A: Sometimes we are very busy and need to
work overtime.
that?

B: That is all right. But could you tell me how

How do you feel about

often and how many hours I should work
overtime ? .

A: It just depends. If we have important visiting
delegations, you have to stay with us.

jConversation''%/

A: What kind of jobs have you had?
B: I have been a production manager.

A: How many years have you worked as a
production manager?

B: Six years.

A: Would you like to tell me something about
your outstanding achievements?

B: I had introduced an advanced product line
from Japan in 2006, which increased the
output and reduced the cost.

A: How would you evaluate the company you
are with?

B: Although I could not say that everything is
perfect there, 1 still appreciate very much
what the company has given me, especially
many chances. '

A: How would your colleagues evaluate you?

B: They would say I am a responsible, intelli-
gent and creative person with teamwork
spirit.

A: Do you have recommendations from your
present employers?

B: Yes, I have brought them with me. Here
they are.

Conversation' '

A: Have you got any experience in advertising?

B: Yes, I have been working in an advertise-
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ment company in the last two years.

A: Which advertisement company did you serve?
B
A
B

: Zero Advertisement Company.
: What is your responsibility there?
: Marketing promotion.

o> o
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[Conversation 'Ll

Something about your background and expe-
rience.

: Well, I was born here and had my college

education at the Institute of Commerce.

: Have you done any office work before?
: 1 worked as a junior clerk with a bank for

two years. That was my first job. Then I
joined the ABC Company. That’s where I
work now as a secretary.

: What do you exactly do at that company ?
: Typing

letters, answering phone calls,

arranging conferences and things like that.

: Do you enjoy your work?

Yes, 1 do.
Then why have you applied for this job?

: That’s because of the journey. It takes me

about two hours to get to work. Your firm
is quite near my home — within walking

distance.

: Is that all?

: Actually 1 enjoy doing something more

challenging with better prospects and better
pay.
Have you had any experience with computers?

. Yes. I can process data through the computer.
: That’s fine. What about operating the fax

and duplicator?

: I can handle them without any trouble.

Sometimes we have to work long hours if
something important comes up, and we

o >
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