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| Part @

| Aims

e To learn sentences about interview
e To form conversations concerning interview
e To form monologues about interview

e To make an oral presentation about interview

| Part B

l Useful Sentences

Read aloud the following sentences about interviews and understand their meanings.
1. We have received your letter and resume, and we thought we would like to ask you to come
here for an interview.
BAICKEMREME T, BIEIRES IR,
2. I am very glad to know that my letter and resume have been received.
BanANREME LA R WS, REIFERRE.
3. What are your major and minor subjects?
PR BB R EIR R LA A7
4. My major subject is English and my minor subject is Economics.
KEBIE, WELE.
5. What degree have you received?

UINGE UK o/ VA
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6. When and where did you receive your MBA degree?
PRI TR B ERA L 2 AL R A AR, TR ARG R ?
7. 1 received my MBA degree from Peking University in 1994.
T 1994 FEAEIL R IR K L B EB L2 AL.
8. What is your greatest strength?
(S =ININRS (S < § o/
9. I manage my time perfectly so that I can always get things done on time.
B > BOAT A, B S REHE R SERAE S o
10. I suppose a strong point is that I like to develop new things and ideas.
BAHEA — MU 2 =R EH
11. I can take on jobs that bother other people and work at them slowly until they get done.
AR BN AT TR, REERES S, BERHETAEER AL,
12. What are your weak points?
PRI BR AT A2
13. When I think something is right, I will stick to that. Sometimes it sounds a little stubborn,
but I am now trying to find a balance between insistence and compromise.
HRINAFEMHFHERENN, RBFIK. AR, XEHAHME, HEEES
NAERFF S R 18 F K
14. I’'m afraid I’m a poor talker, and that’s not very good, so I’ve been learning how to speak
in public.
BN ANBEIAEFT IR, XA, U —BEEFEFERNTRPHE.
15. What is your greatest achievement?
PR AT 4 2
16. Can you work under pressure?
PRAEZE ) T TAERS?
17. Yes, I find it stimulating.
e, RN AERETEREM.
18. What are the problems you have encountered in your job?
PRAE A o R 8 3 e R N X 2
19. How do you deal with those who you think are difficult to work with?
PREFENAT AR LERIN A AELL BRI ?
20. I stick to my principles and keep to rules.
Foos 7 [ ATV 7 R0
21. What kind of personality do you think you have?
PR AR B A TR A% ?
22. I'm quite active and energetic. I approach things enthusiastically and I don’t like leaving
things half done.
AT TS 1. AW R H, AERERMEK.
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Unit 1

Interview 3

Do you think you are introverted or extroverted?

PRIN KRR A T3 A2 51 ) 2

I wouldn’t call myself introverted though sometimes I’m reserved and enjoy staying all by
myself, often I like sharing activities with others.

BAEAR, REANRIBRES, XML, HERLEMRKE -&ZED.
Have you had any experience with a computer?

A PRI ) 22 56 1 2

What certificates of technical qualifications have you obtained?

A IR B AR BEASUE S ?

I’ve received a Business English Certificate.

A S5 RABUE T .

I speak fairly good English and I enjoy meeting different kinds of people, so I think I
could handle the work of a receptionist.

WAL VLR A s, T HREREMARIN, BT AT A GRS R —B
Why did you choose to come here for a job?

R A (e S 2 ) e e T4 2

I hope to have a job which offers me an opportunity for promotion and pay raise.
BAEH - MRS IF L2 TE.

Why did you choose this company?

I A TEARTE ?

My past work experience is closely related to this job. I am confident of doing it well.
Therefore, I am desirous to get this position.

K EHNLR 5XMTAEFEVIMHR, RAELFREXIM T/ Fik, REEFIX
TR AE.

| Dot ©

I Conversations

Read aloud the following two conversations and then demonstrate them.

Conversation 1

BHP>NZ HP»

I came in answer to your advertisement for a salesperson.
FAE R AL 53 B Fra B A4 & A —HR .

I see. Will you walk this way, please?

EKHAT, EXLXK.

Well, thanks.

GrE, B
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What experience have you had?

RE A ALK ?

I’'m afraid I haven’t had enough experience in just this sort of work. I'm studying
business administration in college. I want to get a job that would tie in with my studies.
BB IXF THEERER. RERFFORMLER, REK D SHEmiR
RER LA

Have you got any selling experience at all?

HEHEREKG?

I worked in a department store in a town last summer vacation.
HEFBBAE—NRERN A RS TEL.

What subjects did you like most at university?

PRIE R I B AT A RARE ?

I like Sales Strategies most.

T A5 B WA A SRR X TR

Now tell me about your educational background.

HERIHHMRREET R

I graduated from Xi’an Fanyi University. [ majored in Business English.

BN THAZHEYR. REBESRER L.

What courses have you completed?

PRAE I B L RFE ?

The courses I have completed are business intensive English, business English translation,
cross-cultural communication, international trade theory and practice, business
negotiation, principles of western economics and extensive reading of business English
and marketing.

RELHRIER: HEEeRE. MASEEMTE. By, HirH 53R 5%
%5\ BSRAL WHETFRE, FSIEZEMTHER.

Why would you like to work with us?

R A 2B ERBATIZILTAR?

It’s a job I’m interested in, and your company is one of the best known. Although I have
no work experience as a salesperson, the job description you sent was very interesting.
It’s a job I’ve been dreaming of since I was at university.
RAFRBALARNATRLZ —, RBENREM T BRAREEH2HEANER,
VRAA BRI VIR B, KRR BN AR NI T,

Do you know anything about this company?

R A~ EIG?

Yes, a little. As you mentioned just now, yours is an American capital company. As far as
I know your company is a world famous one which produces cosmetics and skin care
products.
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g —Le, EWEFREIN, RARR—KEXHLAH. HERAM, JARRA—K
HRFL AT, At AR

In what department did you work in the company you mentioned?

PR CARTZE VR BT 48 B 22 =) B — &R 1] TR 2

I was in the Women’s Fashion Department.

AL LR TAE

Have you got an excellent record in English?

PRIETE G G ?

Yes, I think 1 can manage English conversations with American staff members.
R, FIAAEATUUMEE R THATHRIERE.

Well, that’s all we need. If there is something good we will call you later.

W, fF. BATXIRBERCE T#. REEHE BN —E @R
Thank you, sir. I hope to hear from you as soon as possible.

s . BBIRER .

Conversation 2

A:

FH
B:
L
e

w -H

W H

Nice to meet you, Miss Wang. I’m Zhang Hua, HRD of the company. Please have a seat.
REMONRIR, EAAE. REASDBRRSRKE, 1HL.

Nice to meet you, Mr. Zhang. Call me Coco, please.

REF, Fk5EHE. 1HMFK Coco.

From your resume, I can see that you performed excellently in school. What I want to
know is why you think you’re right for this job.

MAREI T 7, BA] LLE R AR TS - FRABGNE A A+ A VRN A RIE S X4 THE.
I am always interested in news coming from your industry, and I’'m deeply impressed by
your company’s sales performance. To have risen 200-percent in the domestic market
over just the past three years is an incredible feat. I also admire and agree with the
employee developmental values that the company has adopted. I find that my personal
goals and ideas about business operations fit perfectly with the company’s goals and
mission statement.
E—EHRERNATILRF R, fAREdEZ=FRPETHILSHEETHM, X
HHET TRERMENR . RN RAIR RS2 7555 R TR . BEFRM
MAKFEEVR. BESHAR K BRI ERTEEYE.

So you are well aware of our company. It appears that you have done your homework in
advance.

PRXTBATARRT MR, B RAIRIZETM T 1R 2 ik

Yes. In addition to judging whether I am the right fit for C&C, I believe that it’s also
crucial for me to know if this company is right for me. I’ve been impressed by the service
provided here by everyone, from the receptionist to the assistant. I am confident that 1
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will have a very rewarding and successful career here.

BIf, BT HEEREERE C&C MERI, THARRTESRBIRIE. MHT
AR B EAHARE T THRZESR, REBRAEXILAEFFEIAMET HRIIH
k.

Commitment to the company and the team is very important to us here.

FEBAXE, AR LRI ST R AE R =K

I am very responsible. Whenever I have been assigned to complete a certain task, my
teacher and classmates could always count on me to achieve the stated goals. There is
also no need to remind me of what I should do. I enjoy intermingling and doing things
with coworkers.

WARA THEL, WRIERMAT—HFE, ZIHMEZEIHSRBC. mHERAANER
NIRRT 4. REXKEG AL, LRGN —'HERE.

So what are your career objectives? And how would you perceive your own development
if you were to assume this position?

IVRIENL B AR R4 ? WRARIRIG T IXARGL, AR5 B ORI RA A48k

I expect to have a good opportunity to put all of my knowledge into practice. I am a doer
and I can contribute a great deal to the company. I hope that within five years, I could
lead an energetic and productive marketing team.

B B BRI SE RS . HENETH, REALAFTRIES . RALELF
W, AT — AT KR AT AR

As a fresh graduate, what do you think is the most essential factor to establishing and
maintaining a good relationship with your future boss?

PRIALERIRIEENE, PRI FIVR AR B ZR BEW B IR IF RIF R R MR T HREER
4

All the supervisors have rich eXperience. So first of all I will obey the demands of the
supervisors. Secondly, I will ask for their advice and maintain an open mind. Thirdly,
when there are questions, I will communicate in-depth with my supervisors to achieve a
functional and proper solution.

IR THELRRFEON. B, RERNNFH TE2H. B0, EEo
K. =, T REBEER, R RNBOSHEAWE, RI—MEERRRTE,
Good, then do you have any questions about our company?

EH, MTFAR, REHARZG?

Could'you tell me something about your training program?

REE A H— T RATRI IR ?

In brief, we offer both in-house and off-site training to our AP or U.S. headquarters. We
have a few daylong training sessions for topics like business writing skills and software
training. These sessions are available to everyone who applies. We also have a variety of

other programs based on each work function. Our program is essentially a job-rotation
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program, and we believe it’s more effective than traditional on-the-job training.
B fRjgckiE, BATBEAERIE, BAXERSHREELHEEIH. RIRHAE
HERFEREAT B 55 B AERBRAHRE — KRR AT LRIES . BATEH
XTEANIRAELHE T 2R 2R, BATHREZEREE N, RIMEEXESR
TEIREIEA L
It sounds attractive!
Wr b R ARMR G AT !
I also hope to have the chance to get to know you better in the future.
G, A EAHSEMTEA M T IR,
Thank you for your time. I am looking forward to further favorable news from you.

SR (). BPFREEE P HFHER.

N®gH»>»>NZ

i Part €}
’ Paragraph Samples

Read aloud the following two monologues and then demonstrate them.
Monologue 1

Good morning, ladies and gentlemen! First, I’d like to introduce myself briefly. I am 21
years old, born in Shandong Province. I graduated from Xi’an Fanyi University. My major is
business English. And I got my bachelor degree after my graduation in the year of 2013. I
spent most of my time on study and I’ve gained much. I’ve acquired basic knowledge of my
major. It is my long cherished dream to be an interpreter and I am eager to get an opportunity
to fully play my ability.

In July 2012, I made good use of vacation in working for a small private company as a
secretary related to foreign affairs in Xi’an city. It was a new working environment and
challenged me much.

I come here to compete for this position for I am capable of taking it. I think I’'m a good
team player and a person of great honesty to others. Also, I am able to work under great
pressure. | am confident that I am qualified for the post of engineer in your company. Please
give me a chance to let you know me well.

Monologue 2

I am Sandy and I am from the north of Shaanxi Province. My hobbies are listening to
music, travelling, and some indoor games such as chess etc. My strength is that I am optimistic
in nature. Moving on to my educational background, I completed my high school study from
Yulin High School in the year 2011, and then I finished my bachelor from Dalian Foreign
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Languages University in the year 2013. During my college life, I have got CET—6 and BEC
certification. Moreover, I took advantage of my vacations to take part-time jobs which
practiced me much. Right now I am looking for a job to play fully my ability and major. I
believe your company will provide good platform for us and it would welcome a person at any

educational level with good communication skills and ability to handle customers.

i
E
. The Presentation Sample

Read aloud the following presentation script and try to recite it.
A Presentation on Self-introduction

Dear ladies and gentlemen,

I learned from Xi’an Daily Nov. 8 that your company is offering a position for a secretary,
and it’s a great pleasure for me to stand here to explore the possibility of seeking the job. I
graduated from Sichuan Institute of Foreign Language and obtained my bachelor degree in the
field of business English. During my stay in the university my major courses included business
intensive English, cross-cultural communication, international trade theory and operation, etc.
I was especially fond of the communication skills which enabled me to deal with people and
things skillfully.

Before graduation I engaged with market surveys, writing reports and organizing
meetings in a group. The experience has helped me a lot in many ways. In particular, I become
increasingly aware of the importance of co-ordination and co-operation among coworkers. I
also believe that the experience will qualify me for the current vacancy in your company.

I passed both CET-4 and CET-6 with high marks. My spoken English is also fluent
enough to organize meetings in English. I enclose herein my resume and some relevant
documents as required. And if you need any further information on me, please refer to Mr. Ren.
my colleague, who is available at 029-85891234.

I appreciate your sincere consideration of me, and am looking forward to an early
favorable notice from you.

Thank you.

L [AREX (245 ER]

e Make a monologue on the strategies of interview.
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Interview °
e Use the chart below to evaluate your training effect.
Training Evaluation Chart for Task 1
Evaluation
it Pronunciation | Intonation Fluency Accuracy Cc;rrr:lr;?on Subtotal
Evaluation (20 points) (20 points) | (20 points) | (20 points) (20 poits)
Party
Self-Evaluation
Partner’s Evaluation
Teacher’s Evaluation
Total
€ Total= Self-Evaluationx40%Partner’s Evaluationx30%+Teacher’s Evaluationx30%
2. [BEC Vantage fE#! ]
© Make a mini-presentation before the class following the hints below.
What aspects should be shown in an interview?
—personality
—education background
—job experience
—reasons for the available position
—expectations
e Use the chart below to evaluate your training effect.
Training Evaluation Chart for Task 2
Evaluation
Content Pronunciation | Intonation Fluency Accuracy Them;
Correlation | Subtotal
Evaluation (20 points) (20 points) | (20 points) | (20 points) (20 poits)
Party
Self-Evaluation

Partner’s Evaluation

Teacher’s Evaluation

Total

@ Total= Self-Evaluationx40%-+Partner’s Evaluationx30%+Teacher’s Evaluationx30%

3. [REExX (=% BA]

e You’re requested to make a conversation with your partner according to the following
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situation and the two tip cards.
Situation: Ms. Wang is talking with Mr. Ren about interview.

You are: Ms. Wang, the HR manager of an American company.
You need to:

Inquire about the applicant’s information.

Inquire about the applicant’s personality.

Get to know about applicant’s strengths and weaknesses.

Understand the reasons why applicant leaves the former company and comes to your company.

L 2K 2K K 2R

Figure out an emergency to test applicant’s reaction.

You start the conversation.

You are: Mr. Ren, a graduate of the major of business English.
You need to:

€ Present the necessary information about yourself.

Show your own personality honestly.

Figure out your strengths and weaknesses.

L K R 2

Figure out the reasons why you leave the former company and apply for a position at the present
company.

4 Show your reaction to some emergency.

Your partner will start the conversation.

e Use the chart below to evaluate your training effect.

Training Evaluation Chart for Task 3

Evaluation
Content
Pronunciation | Intonation Fluency Accuracy Them?
(20 points) | (20 points) | (20 points) | (20 points) ommelatiott | Subiotal
Evaluation (20p P P pomts (20 points)

Party

Self-Evaluation

Partner’s Evaluation

Teacher’s Evaluation

Total

@ Total= Self-Evaluationx40%-+Partner’s Evaluationx30%+Teacher’s Evaluationx30%

4. [FREX (2% BR]
e Collaborative Task and Discussion

You want to apply for an overseas market position in a multinational corporation. Talk together




