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Seeking for a decent job is a dream of everyone.
In order to get enough attention, first you should sell
out yourself in a resume and application letter, which
will help you leave a good impression on the §
interviewers of Human Resource Department. This unit
will provide you some useful information.
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R S Unit | Job Interview

Part | Listening and Speaking

Warm-up Activities

<> Have you ever experienced any interview? Is it for study or for a job?
Share your experience with us.

<> What preparations should a candidate make before an interview?

<> By what ways can you usually seek for a job chance?

<> What do you know about the current employment situation for college
students?
What qualities does the manager of HR Department seek in candidates?
What is regarded as a good resume?
What are the possible questions that the candidate will be asked?
What questions can the candidate ask and what questions should he avoid?
How can you dress properly for the interview?

L o0

Task 1

/' Listen to 3 recorded short dialogues from parts of interviews. You should
complete the dialogue by filling in the blanks. Each dialogue will be read twice. Then
try to repeat them in pairs.

Dialogue 1

A Nice to see you, Miss Brown. Just let me see your first.

B: Nice to see you, sir. Here it is. Thank you so much for giving me this
opportunity for interview. '

A: To start with, would you like to give me a of your current job?

B: Yes, | have been working as a saleswoman for 3 years. To be specific, | am
in charge of selling for my previous company in northeast.

Dialogue 2

A: Could you tell us what made you this job and what do you know
about our company?

B: | like it very much. The work time is flexible. And | was hoping to work in a
foreign company which has a good
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A. Do you have any overseas working experience?

B: | am experienced in dealing with European clients and with that market.

Dialogue 3

A. What subjects are you studying? And have you got any diploma or degree?

B: | major in Business English in a college and | will graduate next year.
| learn from your newspaper ads that you have a for a part-time editor.

A: Do you mind working on weekends?

B: No. | have been making full use of my free time during my college life, which
| find to enrich practical abilities.

Task 2

i‘% ,é“ 1. Listen to a job interview and judge whether the following statements are
true or false. Write T or F accordingly.

1)The woman in the job interview is applying for a post of a typist.

2)The reason why Li Ping quitted her last job is that she couldn’t get along well
with her colleagues and she is not qualified for her job.

3) Li Ping has no confidence of her English and her ability to communicate fluently
with foreigners. '

4)The company produces pure water and has a branch office in San Francisco.

5) The Human Resources Department will probably call Li Ping in two weeks.

%/ 2. Listen to the interview twice and give a brief answer to the following
questions according to what you hear. Then try to simulate it in pairs.
1) How did Li Ping know there is a vacancy in that company?

2) What are the comments on a qualified secretary according to Li Ping?

3) What does Li Ping major in?

4) How do her friends or colleagues describe Li Ping?’

5) How are the employees evaluated and promoted according to Mr. Wu?
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Task 3

%‘s .6" 1. Listen to a passage and fill in the missing words.

With the increased number of graduates and the intense 1) of the job
market nowadays, finding an ideal job is becoming a dream of many 2) Cf
your resume luckily attracts the 3) of the HR Manager, you will have the
opportunity to be interviewed. In order to be successful in the interview, here are
some experiences to share with you.

Before going to the interview, you should collect as much information as you can
about the company and the job you are seeking. You should also get ready to answer
questions about yourself, your skills and personal qualities and the reasons why you
are 4) the job, etc. After getting all these well prepared, you will be able to
give good responses when being interviewed. 5) for-the interview and
wearing business-like clothes is vital to leave a good first impression on the
interviewers, too.

When taking the interview, you need to 6) the interviewers that you are
the right person for the job. You need to let them know your strong points and your
differences from other 7) , and you need to give them enough reasons to

8) you. When talking, smile at your interviewers and look them in the eyes to
show your self-confidence. When leaving, don’ t forget to shake hands. Your
appearance, your behavior, your 9) skills and your ability to respond to
guestions are decisive factors. Smart candidates should let their personality, interests

and abilities shine through a job interview and 10) from numerous candidates
eventually.

'*3« # 2. Listen to the passage again and judge whether the following statements are
true or false. Write T or F accordingly.

1) Finding an ideal job is not easy with the increasing number of graduates and
the intense competition of the job market nowadays.

2)People will have the opportunity to take an interview if their resumes attract
the attention of the HR Manager.

3)Not being well prepared, interviewers could still make right responses.

4) It is not necessary for interviewers to be punctual and wear business-like
clothes.

5) The job applicants’ appearance, behavior, interpersonal skills and ability to

po
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respond to questions are decisive factors in the interview.

Q& 3 3. Summarize the passage by answering the following questions.
1)Why is it supposed to be a dream to find an ideal job for many applicants?

2)What preparations should job applicants make before being interviewed?

3)How to leave a good first impression on the interviewers?

4)How should interviewees perform when taking the interview?

5)How should a smart candidate stand out from numerous candidates?

resume[ ri'zjurm] v. FH4kEE, EHFMh o BB ; #HE
electronics[ilek'troniks] n. M2, B F244

vacancy[ 'veikansi] n. Z5H, %5 fk

major[ 'merdza] n. F&; MAEN, BEEDK ; B3k adj. FBR, KEGE . £E
vocational[ vau'kerfonal ] adj. RV

expiry[ 1ks'parori ] n. i

personality[ \parso'neliti] n. M, A, 5

evaluate[ 1'vaeljuert ] vt. ¥4, FEAM

bonus[ 'baunas] n. ¥4, £1F|

headquarter[ ;hed'kworta] »t. EFE T n. (headquarters) &3, &7
applicant[ 'eplikont ] n. HiFA

responsel ri'spons ] n. B, WIRE , 27, 25

decisive[ di'saisiv Jadj. JEHR

candidate[ 'kendidit ] n. f&E A, RENE

convince[ kon'vins | . {##a{E, 5K, Ui
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Unit 1 Job Interview

Expressions

Applying for a job .

% Are there any vacancies in your company?

# Are there any positions vacant in your company?

< Have you got any vacancies for a typist?

#|s there any job for a secretary?

4 Do you have any job for a part-timer?

%1’ d like to know if you need any waiter.

4|’ ve just graduated from a university, and |’ m looking for a job.

% | learn from your newspaper ads that you’ re looking for an accountant.
4|’ m interested in the post of a sales manager you advertised on your website.
1> m calling for a post of cashier in today’s newspaper. Is it still vacant/available?
#%|”d like to know if you need any full-time computer programmer.

4 |s there any opening for a babysitter?

Questions in interview

% May | have your name?

4 Do you have a resume with you?

4 Let me see your references. ‘

4 \What are your strengths and weaknesses?

4 Do you have a good command of English?

4 \What sort of job would you like to take?

% What kind of job have you had?

% Have you got any working experience?

% Can you sell yourself in two minutes?

4% Give me a summary of your current job.

% Can you give me a description about your current job?

% Why did you leave your last job?

4 What contribution did you make to your current (previous) organization?
% \What is your strongest trait(s)?

£ What experience do you have for this kind of job?
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4 How long have you been at your present job?
% \What salary expectations do you have?
#\What kind of salary did you have in mind?
% Tell me about your educational background.
% \What contribution did you make to your current ( previous) organization?
% Why do you think you are worth to us?
% Do you work well under stress or pressure?
% How would your friends or colleagues describe you?
4 \When will you start to work if you are employed?
4 \What’ s your educational background?
4 Did you receive any degree?
Answers in interview .
% Here is a copy of resume. Please have a look.
% | have fifteen years’ experience in education field.
% | am looking for a job more suitable to my talents and that can satisfy my desire to
be constantly challenged.
# | graduated from Harvard with honors.
%1’ ve worked in this profession for the past few years and |’ m well-known in the
industry.
% With my strong academic background, | am capable and competent.
% With my teaching experience, | am confident that | can relate to students very
well.
4| have finished three new projects, and | am sure | can apply my experience to
this position.
| feel | can make some positive contributions to your company in the future.
4 My graduate school training combined with my internship should qualify me for
‘ this particular job. | am sure | will be successful.
% They say Susan is an honest, hardworking and responsible woman who deeply
cares for her family and friends.
% They say Johnny is a friendly, sensitive, caring and determined person.

#| admire a person who is honest, flexible and easy-going.
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41’ m a person of helpfulness and caring.

% They say | am a girl of cheerfulness and friendliness.

4 My training and experience suit the job well.

41’ m a highly trained and practiced system analyst.

4| have experience in finance and accountancy.

%1’ ve just graduated from college, but | served two terms of internship with the IT
industry in the past two years. :

4| used to do a similar job for six years.

4 How long is a probation/ trial period?

4| won the university scholarship for four academic years.

4| have taken the National Examinations for Registered Accountant / Tourist Guide.

Work in Pairs

(Using the background information above)

1. Suppose that you’ ve just graduated from college. Your employment purpose
is to find a job for a manager assistant in a foreign company. A self-introduction is
always needed. Please practice it.

2.You want to further your study abroad to the UK. Before an interview, you
should prepare a self-introduction. Please practice it orally.

3. Try to practice a role-play of job interview with your partner according to the
conversation in Task 2.
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Part Il Reading

Passage 1

Job Description

Many freshly graduated employees and even senior workers often jump into
new jobs without knowing the job description clearly before. The tough competition
nearly makes them crazy about making the prefect résumé, attending all kinds of
recruitment, or preparing for the job interview.

Unfortunately, the applicants hardly spend enough time analyzing the detailed
information in the job description which contains qualification, basic requirements,
specific responsibilities, duties and so on. They may mistakenly think that “demanding”
a job description will leave a negative impression to their employers. However, the
job description is the essential communication tool for the company to recruit new
employees or post jobs for internal applicants.

Therefore, for each job hunter, it is not a wise choice to apply for the vacancy
without reading the job description carefully. Here is a typical job description from a
small business (see the table below). After fully understanding the details, people
can be aware of the possibility of success in the job application. For example, a
candidate with a Bachelor Degree can never get the job because the job description
requires Master Degree only. The applicant whose major is Business English can
hardly obtain the job, because the post needs people with computer science
background. Hence, the job description which shows people the basic standard of
the company can help people save much time and energy.
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Vacancy in ABC Company ( Example)

The objective of this job is to manage/deliver the IT Infrastructure facilities/systems

for the Project, while ensuring Infrastructure compliance with Group.

4 Master Degree in Computer Science, MIS, Electrical Engineering or an
equivalent combination of education/training.

4 High level knowledge of IT networking, telecommmunication, operating systems,
and hardware.

% \Working experience in multi-national organizations for 3-4 years with experience
in working in virtual teams.

% Good communication skills with the ability to influence and motivate teams and
individuals from a variety of backgrounds.

% Drive for business improvement and managing change.

% Strong interpersonal and negotiating skills.

4 Fluent spoken and written English.

In general, a good written job description tells the candidate exactly what the
company wants in the potential worker. In other words, it often sets clear expectations
for what the firm expects from the selected person. For example, when the post
requires good abilities in social activities, communication and various outdoor
activities, it may not be a good choice if you are introverted person and not good at
any of those.

The responsibilities or duties described in job advertisement are the most necessary
part for each applicant. For instance, people who are sick of file keeping should not apply
for the job whose major obligation is to manage kinds of documents. On the other hand,
from the company prospect, the Human Resources Managers are often delighted that the
preferred candidate has the knowledge of the basic requirements in the position, since
they do not want to waste time to hire the person who has no idea about the job.

In conclusion, the clear understanding of the job description is incredibly significant
for those who are searching for jobs and even for the employees as well. The proper
assessment of the job description will help people effectively select the suitable post,
successfully apply for the job and happily work for the company.

1. Fill in the missing words without referring to the text.
In general, a good written 1) tells the candidate exactly what the
company wants in the 2) . In other words, it often sets clear 3) for
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