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CaseI @A EHZLAE

Manager (M): Take a seat, please, Ms. Du Ping. We have
received your letter and resume in answer to
our ad in the paper. What qualifications do
you have for department store administrative
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Du Ping (D): I’ve worked in a big department store during
the Christmas shopping season, and I’'m

majoring in business administration at college.

: Do you know anything about secretarial work?

D: Well, | have a degree in literature and took a course to
become a secretary. If that’s any qualification, | wouldn’t
mind working as a secretary.

M: We like our people to be interested in their job as well as
acquainted with it. But before we employ him or her, we’d
like to investigate the person’s character quite thoroughly.
Secretarial work seems to be the only thing available for
you at present.

D: | was a secretary at NEC for two years before | gave up
my job in the company due to one thing or another.

M: How soon would you be able to start work? You’re expected
to fill in the application form right away. You’ll start at two
hundred dollars a week and report here at nine-thirty. Now

Miss Chen will take care of you. | hope you’ll enjoy working
with us.

Manager (M): {§4, MW, {RABSEHR -/ SHRRREHEW
T, NFEHRATNERTIHFEHARDI?

Du Ping (D): £XADWNETHIRBE —RANSEATIIE
g, MEAXZERTOMESSEE,

M: VR TIE80

D: B, REXRZN, FIWBZ. DRWOBHHINSE, HRE
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FRBWB I,

M: BIIZRMUA R I TIERE BTG, NBEMB, £RAZ
Al, BRIIWEMNOMBRIELENTH. BRINRSENMEN
PIET,

D: BBIENWBE NEC LB TIEIME, BREBTIFPENRE
BHTZA T,

M: BERIREEMT ABHRTTI8 TE? BIRB ER—T&RE. REAN
IRMR 200 55T, BXEL 9R30 DLY, HWIMAZXRRIMET.
TUREXE TIRER

Case I1

Manager (M): Good morning. What can | do for you?

Zhang Hong (Z): Are you the manager, sir? It’s in regard to
the Want Ad in this morning’s paper. |'ve
come to apply as an assistant sales manager.

M: | see. Won’t you sit down and tell me your name, please?

Z: Zhang Hong, |’m badly in need of employment. Is it

possible to get the post of sales manager you advertised in
this morning’s paper?

M: Have you worked anywhere before? You look a little young

for the position. What experience have you had?9

Z: I’'m now specializing in economics in university, and |

thought | might get a job that would tie in with my studies.

M: We’re considering the appointment of a new manager. You

think a sales manager’s job appeals to you, but you
wouldn’t plan to stay here permanently.
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| worked in a department
store in Floridalast Christmas
vacation. | think my training
and experience should give
me a chance. | hope to
work here until the first of
September.

:1’m afraid that wouldn’t

qualify you. I’m looking for
an older man, who can be
quite fit for the job, familiar
with sales methods, capable

4 DiBNRST see-

interview & iX
assistance 8 ¥
vocational 3Rk &
permanently ¥ %3
qualify %% ¥ #
salesman 4% }
Want Ad # L4 42 ‘
put me in with a chance

BHR ML

of handling personne! and would work with us for a long time.

Z: Good day, and thank you anyhow, sir.

Manager (M): £ 13, G807
Zhang Hong(2): BRREN, %47 REKNESK 2 RNRE
[ S LSO IRENERHELEN,

M: BBET . {RiE, BRI
Z: LT RIRAETL, BIRBFIREIBHMISXIB L SN TMHER

B

M: {RUBIET ARG TRSE? X TRBIMESFE TR
Z: RIEEXRFZTAMRE, RBRIUR—TSRNBWAERNERE

Itk

Z: BNEAESBED—THNZE. MAN—THESIBNTENR

RBES7, BIRXFIEKTF,




.Subject One 3
TABR

Personal Files

Z: FRRADBABRSERN—-ZREHAT LI, RIANRBRSIIG
ALERPR— T8, RJamY | —BE1LEN9IB 16,

M: THOXHTI R &8, REERNBE—TECHARA, hE+HES
I, RBHESE, BTVBAGER, HEEKBEXS
Tk

Z =5, W7, £

Case IIT

Mr. Davis: What kind of a job are you interested in?
Miss Wang: | want a job in which | can use English. | would

D:

w:

D:

w:

D:

also like to have some responsibility in my work.
| can appreciate that. | would expect my secretary to
be able to work independently and take over some of my
ordinary responsibilities such as answering routine
correspondence, taking phone calls for me, and
sometimes assisting me with personal business affairs.
Yes, | see. In my previous job, | did typing and filing every
day.
Have you had any experience as a guide?
Well, not exactly. But | have shown some of my foreign
friends around Beijing.
Once in a while we have visitors from abroad and | would
like to be able to ask my secretary to take them shopping
and sightseeing.

: | think | would like that.
: | see. We work a five-day week and there is rarely any

overtime. The salary would be $1600 to start and a raise
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would be given according to your ability.
Well, how do you feel about the job, Miss Wang?

W: | think it sounds like what | am looking for.

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

W: Thank you, Mr. Davis.

Mr. Davis: {RYJERID T{ERR4GER?
Miss Wang: BEBE—THREREINTE, LERBRNIERS
—EHIT,

D: BRREIX ™ME. RBLROMBBAEBIRITIE, HRHNBR—Y
YENES, HUOEEBE. BRESEE. BRERVLENA
WHEFo

W: 26, BRE. RUBIBONITEREXRITZ. 34,

D: {FEEEXSBRLRLT

W8, THAENS, BRRBLH -LINERRIWILILR,

D: BRBRIIEEMBEINRNBA, RBBELRODBHMNZESE
T o

W: BERSENBHELERE,

D: BHEST. BNSBIERRX, BRI, & 1600 5T, AR
TROVBEDSRIE
B, F/ME, MBI TTIEBR?

W: BRI ERRBRNIE.

D:gnllt, [IRZAIRIMEIEIRRIIETHER.

W: 3R, MRS,




Case IV

Manager: Please make yourself at home, smoke if you like.

Mr. Yang: Thank you.

M: To start with, may | ask you why you are interested in
waorking at our company?

Y: First, you have an impressive growth record, ever since
Mr. Peter Mitchell founded the company 35 years ago.
Second, marketing is obviously very important for you and
| will have a great deal to learn from and contribute to your
company.

M: Very well. You are now with Da Xin Company, what is your
chief responsibility there?

Y: | am in charge of organizing trade conferences for
distributors held in different parts of the nation almost
every month.

M: You may ask questions about us, if you have any.

Y: Sure, what would my job entail?

M: You would report to me with regard to all marketing
activities for a new line of our products we will be
launching here in the fall. During the initial period, it will
involve a lot of work and you may be called in on
weekends too. What salary would you expect to get?

Y: Well, | would expect the standard rate of pay at your
company for a person with my experience and educational
background. incidentally, | made one million not including
a bonus last year.

M: OK, you will be hearing from us within ten days.
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Y: Thank you.

Manager: EREE=, BBIBINSHM.

Mr. Yang: #ii§i.

M: SEEERAT ABMBRRIATTE?

Y: £—, MEB -BRVRSEL 35 FANISIRATE, MIMERE
BRI, B, TIRHEVRIATERFEEER, B
MPZHIRBIRF, HWHRINATHEHER,

M: R5, ITAEEAFAT, APRIBAFHA?

Y: RARGEEBRZHRIAW, JPZWELEFBEBKED,
N¥STE&S.

M: {RORWES ST @I LD,

Y: 15, BMBWMAATIE?

M: (IEARESX TSR DB RIH ROt ESH.
EFBONBRERIIIE, IMOTEERFRRIE, BB
B0

Y: R, BRELZRMIADN—TEERIIPERNHEEROAMT
BIER K. WHE—RNE, REERE—BH, F81BIHA.

M: 5, (RRE+R2RBARINEES.

Y: 5,

Case V

Wang Lin (W): Good morning Manager. Can | speak to you for
a minute? | was wondering if you’ve any
vacancies for a temporary job.




