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@A‘H R4 Useful Sentences

1.

_» Words for employers f& ¥ fi%
Do you know how to fill out the application forms?

RRE T HE B IERG?

2. Take all your certificates and other relevant docu-

ments with you when you are asked for an inter-
view. 4R I AT, BRI W BT A I
UES AN AbAE R 3T

3. The Human Resources manager interviews each

job applicant in person and picks out his prospec-
tive employees according to their education, expe-
rience and potential. A IR BEHLHLSFEHEH
HENRPPHE , RIEREEFZHEFNE
BE (250 0 1 SR k6 R R B R R

4. If the employer believes that you have the qualifi-

1.

cations for the job, you will get it. ISR JE FiA
HEREXT TR TN, BRSB2Ix
O

.» Words for employees /&R Fii&

Miss Zhang works as a part-time editor in a pub-
lishing house. 3 /N JH 76 — 5% tH AR 4t 24 3% BR
S,

2. I am a green hand. B ENMHFE .
3. I will try my best to fulfill my responsibilities.

RERNBITREORE

4. 1 saw a job advertisement outside the restaurant,

so I came in to inquire if it is still available. FR7F

7.

. Now we are short handed, so I hope you can start

working as soon as possible. BZERITBATF,
Fr AR A BRI IR TAE,

. We are committed to provide good service and we

expect hard work and loyalty from our staff. Ffi]
BATRERFHOR S, HHRIMNPERING
R TR B AEh5T,

. Maybe the job is not good fit for you. 15X T

ERERE.

. What is the reason that you quit your last job?

E—A TR AFR?

. If you are interested in a job related to finance,

you should find a professional and consult him or
her. fnSRAEN Gl 7 T ) TAE R SR 4975 , L
BERANMEWALEA—T,

BRUENNEBERTHRI &, FLU#REERE
&R AR XA TAE.

. I am experienced in doing this kind of job. f#3X

HITAREEZR,

Is there any opportunity for promotion within one
or two years? —BISENEH A IRIPLSG?
How about the benefits? 1FFFil8/8 247

@ HNE ®%'F8F Fashion Conversation

cbomiond ——————— .

A:May | come in?
B:Yes, please.

A:How are you doing, sir? My name is

Wu Dan. I've come to your company
for an interview as requested.

B: Fine, thank you for coming. Please
take a seat. | am Hans Blake, the
general manager.

A:Nice to meet you, Mr. Blake.

B:Nice to meet you, too.

A BT LAFERG ?
B:ﬁﬁo

A: B9, Sk, R RS, RE N KR

A .

B4 i, R R . WA, RMDUN - A
¥y, RAFRBEHE,

A-EE BB, TR
B: RMEN B,



ENGLISH TALK SHOW IN BUSINESS (Second Edition)

g~ 'zﬂ:f;mgp oS
SR 7 A =

mFEOEFEXE

(E2H/R)

A:Excuse me. May | see Mrs. White?

B:Yes, | am. What can | do for you?

A: Nice to meet you, Mrs. White. I'm
coming here for an interview by ap-
pointment.

B:Oh, | see, are you Mr. Li?

A:Y“,lﬂm.

B:Nice to meet you. On my right, this is
Monica. Please sit down.

AATH—T , BT AR R & 1057

B4, LR , A 4 81 By NG ?

AREXMEBE, AL t. REMLA kK
[

B, RAE T, BRF AR

AR, R,

B: RULRBENABE. ROGURRNFA
BRR RNDARRRF. HALE,

Conversation 3

A:Good moming, sir.

B:Good moming.

A:Are you here for the position advertised
in yesterday’s newspaper?

B:Yes, | am. Could you tell me a bit a-
bout it?

A: What kind of information would you
like?

B:Well, first of all, | would like to know if
it is still available.

A:Sure. That position is still open.

B:Wonderful. How do | apply for it?

A: Before the interview, we usually ask
each applicant to get the following
things ready. Specifically, we will need
your resume, an official health report,
two photographs and three letters of
recommendation.

B:ls that all?

A:No. Please fill this application form out
and retumn it to us with the necessary
documents by Friday. We'll contact you
for an interview two days ahead of
time.

B:Thanks for your help. Good bye.

A:Crest Trade House. Can | help you?
B:Please get me through to Personnel

A:-@-_tﬂ, %g‘:o

B:'g'_tﬂo

A SR MR AR AE TR ) R 4 TR
g7

B:IER., BREFR LA XNELG?

A ST EW 05 T B {E B R
B:W, Bk, REMERNRELEBAG?

A:xf, BROTEZS R,

B:X# T, RERLIR?

A:EERT, RILEFERG—RAERE
FHUTHH. RERE, ROTES
H 8T B R B A PR 4R 4\ PITK IR AR
=HEER.

B ghiX seng?

AR, HEIFX KB ERE, HERF®
PRTERLNZR. RIODSB/IGFX
EAMEE iR,

B:aﬁﬁw#MO ﬁﬂo

A:XBERTEGRRT T BREMRE
B. i EAREEAFR,
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r—"
Department,

C:Personnel Department, Mr. Zhang
speaking. What can | do for you?
B:I'm asking about your advertisement for
a cashier in today’s newspaper. Iait

still vacant?

-C:0h, | see. Maylhavoyourname
please?
;mhmmm

C:Would you like to come here for an in-
terview? Ill make an appointment for
an interview for you.

B:| certainly would.

C.Can you come tomorrow moming?

B:That'll be fine.

C:We'll look forward to seeing you then.

B:See you then.

C:RXERASER REKEL, EAH4A
=7

B RABMAMFRIIAES RO RE BB LA
R &, XNMEREFG?

., RUIA T, WG AL

B: RER G
C:EBERERY? RENEHE—IH
waged fEl

B: Y4REE.

C: X b &hekg?
B: 4.

C:RAE BB,
B: B R,

A:How are you, Mr. Wilson? | am Tina.

B;Glad to meet you, Mﬂ- Tina.

A:Please have a seat. | know our em-
ployment officer has already given you
the information about your employee
contract, but I'd like to go over the
main details again before signing.
First, you'll be getting a monthly sala-
ry, with one month paid vacation after
one year of service.

B:That's what | understand.

A:You'll be covered by our medical plan
while on duty. Since you'll be middle-
management, you're expected to be a-
vailable up to 1. 5 hours past normal
that will be paid at time and a half,
which you can take as salary or time
off.

' B:Exactly my understanding.

A:A reasonable number of sick days will
be covered by the company. Any ex-
tended illness will be covered by insur-

A0 R BSEE . RYFIR,

B RFEMARE, ¥+,

A%, REERNMASREEC 24
WTEXTHAGRANAE BRRE
ERNBAZHERRERATHR—
T. BE.GRAFHH. ETHE-F2
&, A=A RSB .

B %, X ERAE

A LHIEEHEZRRIMNRUMETRE.
BRERTR, G TENEELER
BEK 1.5 MR/ R, @i 1.5 b
AP FT AR 1.5 0T,
ATLAASAKTE X, T LA LRI TE R 58
mo

3 B:Iﬂa Tﬁm_'#o

A SERRENELA T RE XN T, &
H— 8 5 BB A 2R 0 e DR B 20 7 TR
fto BFREHARFIEERTG?
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of the contract?

B:Yes, | have.

A:Do you have any other questions?

B:Just one. | noticed an item about fliex-
time. Is that a possibility for me?

A:Yes, itis, but you'll have to discuss the
details with your manager.

B:That's acceptable.

A:Good. Now, if you'll just sign here,
you can start work in 3 days.

.
T A i+ T i TR T 0 T S B A B

A:To start with, may | know why you are
interested in working for our company?

B:First, as far as | know, your company
has had an impressive growth record.
Second, | want to get into the E - busi-
ness.

A:l see. Now you are with IBM Company.
What is your chief responsibility there?

B:I'm in charge of marketing activities in
Asia, for example, organizing trade
conferences and arranging exhibitions.

A:Well, what salary would you expect?

B:| understand this position has a starting
salary of 6, 000 yuan per month.

a; That's right, and the company offers
generous fringe benefits.

B: Can you tell me about the company’s

benefits?

A:Yes, of course, semi-annual bonuses,
three weeks paid vacation a year, in-
surance and training.

B:These are quite satisfactory. May | ask
how much the bonuses are?

A:It depends. This year the company of-
fers bonuses equivalent to 3 months’
salary. Of course, the amount is flexi-
ble.

B:iET,

A A AR REG?

B: RA—/MA, RIEED T #dk TR
(B B9 AR , 3 3R i PG 7

A:YRER . ERKREELFERNS
BRR,

B XA LA#3Z,

A, EXEELF BRTLUEI AR
LT,

A B, BRKE I AEXBRRARL
fE?

B:f— ERIFARAFAMRRS ATE
HE 2, REIRERETHF.

A:RXHW, HATYRZE IBM 2R =R A |
fra?

B:RAFKUEMMEHES, LIMALARAS
BREMEHRY,

A RBEEZDHK?

B:RAEARMH THREHZSEA 6000
JCo

A: B8, ARE R FERABAIFE,

B: BEIRIR/A 7 R AR B 7

A:SRATLL PFE KRR S, —~FH3
WHBON R, B I

B:XEMSAWME, BRI —-TREHZH
g2

A BELREREE. SFEARANEEH
HTF3INTANIE. YSRELEZPRR
ﬁmo
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A:Did you work in a similar position be-
fore?

B:Yes. | have been with ABC Insurance
Company for four years, and before
that, | worked with the Pacific surveyor
company as claim officer.

A:Could you tell me the usual procedures
to handle such a case?

B: Yes, on the shipper’s side, when the
cargos arrives, all relevant documents
will be forwarded to the consignee. A-
mong other things, this party has to
check carefully the content of the pack-
ing list and weight list. When cargos
are found to be damaged of short land-
ed, this party has to call for a joint sur-
vey by representatives of the shipping
company and the insurance agent.
Based on the survey report, they will
lodge a claim for compensation.

A:If you act as our representative what
would you do to safeguard our inter-
est?

B:| think, first of all, | would ask the con-
signee to produce survey report on
loading, if they can’t produce that |
would suggest them to refer the case to
their shipper. Meanwhile, bad weather
could be a good excuse to refuse the
responsibility.

A:Are you able to operate the telex?

B:Yes, | used to dispatch telex to ship-
pers and the consignee to inform them
of changes of our schedule and other
information.

A:Now can you tell me if you have a good
command of both written and spoken
English?

B:When | was at college, | passed Band
Six of College English Test. All the for-
eign business men I've dealt with say
my English is quite good.

A: If you are selected for this position, you

MU e N A T REBRG T

A UREART B0 RIRE B9 TAEG?

B:37E ABC REEAF T T 4 4F, LRI X
FHR A AR TR TIE.

ARRES F R BX KRG K —BEF
g7

B #i, R BT T E, R Y BIAR, B
AR LAELLERTAN K, Y
AL RERRB L RERAZA
&, —HRIAFYBIRSERD , LG5 A %
A RS A7 RRE A R 2%
FIER, REERHR S, BT 5
%*O

A BEAR B IR ITIER, IR B R %E
PRITHIE?

B: M8, H S ERME A R 358 i i)
ERAHE, BOEIIAMR SR, REBWUE
MESFRAZY., W ARESEDR
AT AHEE BT S BB

A fREESRIER AP

B: B, REWRMFRAMMBAR S
%, 38 AT 5 Al E 399 ) 3 0 e Ak 9
4&0

A EETFRRIEE DB BEERES
REF?

B:R ERZMBEL T KERBARE
W, B R 7 3 3238 i 41 R A i R 3
BRE .

ABIRBRE, RO TR S HE
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must prepare to travel overseas fre-
quently.

B:No problem, | love it. Thank you for
granting me the interview.

&7

B B, RE KK ZikTT. MiMELR
XA S

:Excuse me. May | see the manger of
your store?

B:l am the manger. Can | help you?

A:Oh, great. | saw a job ad outside your
store. | am interested in the job adver-
tised. | am coming to see if there is
any opportunity available for me.

B:All right. Take a seat, please. Would
you like to be a shop assistant or a
cashier?

A:l can do the work of a shop assistant
and | worked part time in a small de-
partment store during my summer vo-
cation last year.

B:So now do you want a full-time job or a
part-time job?

A.At present, both are OK for me. What
do you need most, then?

B: Now we really need some part-time
workers. You see, our full-time staff
knocks off at 5 p.m. , but now we hope
to extend the hours to 8 p.m.. We
need some pari-time shop assistants
to work 3 hours a day from 5 p.m. to
8 p.m.. But | am not sure if you are
qualified for the job. Since most of our
customers are foreigners, competence
of good communication in English is
necessary here.

A:l think | can. | have been learning Eng-
lish for almost 5 years and especially |
am fluent at speaking English. Also, |
have made some foreigners friends
during the experience of learning Eng-
lish.

B:That is fine. | think you have the qualifi-
cations needed for the job, so | will let

R mES

AATH T, BB R— TR AR IS 23 7

B:RMEZLH, HHAHEG?

A, KBET . RERMBEESINBERT —
MBI o BT LB TR
B, BIRBEBEABAVSHXH T

B:iF i, HAIE, REBHUERAER LA
B

A RAEMUE B, I B3R & 47 B B R 5
SfE—F/NE RREBCTHRBUE 5 .

B: IR A BAEAR BAR UL R IR ?

A: HRTXT R EET L. BB ARNBRTE
W7

B: BAERNRTERPUS B . ERERN]
SRATHETHF S AT, HRERMNA
HREILE L B RE K B - 8 £, BTLA
RNTE - LRPUER, BRATFFS
KB 8 RTAE=A/DE, HERAHRE
PREBREMEAEX A TAE. B ARATHB
BEREZESEN, EXILT RS AR
B Mo

A REREMIE. RE¥ERBEESET, R
HREOERWEA . W HAREENLR
PRT —SSEM A

B:1R4f. REMAETXH TIEHNA
HORB, BT ARBRA T o TAER A
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you have the job. Does the work
schedule suit you?

A:lt quite suits me. | am free in the eve-
ning these days, | will have no difficulty
starting at 5:00 pm.

B:Good. There is only one thing to be
settled. Ten RMB an hour is the maxi-
mum we can pay you. Is the rate of
pay acceptable to you?

A: It seems reasonable. By the way, |
can get my earnings raised with a ex-
cellent performance, can’t 17

B:Sure. You will get more if you can in-
vite more customers with your good
service.

A:l see. | will try my best to do the job
well.

B:That is good of you to say so. When
can you i
start working?

A:How about next Monday?

B.OK. Let's make it next Monday. In the

end, you need to fill out the application
form.

A.Thank you for your kindness, ma’am.
See you next Monday.

1
|

S~

A:What type of people do you work with
most effectively?

B:I tend to work well with people who are
confident and straightforward. It's more
difficult for me to be around timid peo-
ple, because | move quickly and | am

A:What things impress you in your col-
leagues?

Bl admire and work best with people who
are of good character and have integri-
ty. | also think
confidence and enthusiasm is positive
in any business environment.

A.What are some of the things your

Business Life @&4%E

PRI/ EIEG?

A RERBAE. B —BifERME L
BE,TF S ATAEBAEMEME,

B:KiFT. RE—EZERIRT . Rf1GE
BIIHARNEF KRB/ RZE 10 3T,
VREEBEZ G ?

AREAE, MER—T, MRTIAEHE
TR R A 23 g ?

B:MRT. MRENRS REF  NHES
MEARBIVER FRHBARSES,

ARIIAT . REFAETIEMIFH.

B: TR ABEKRIF T o A4 IR AT AFF
HITAE?

A: TR—E4K?
B:iFiy, MERMNAEETA—E., B)F,
KREH—THIER,

A: ZEEH AR, KK, TRA—R.

A RIERFRB— KB A —E TR
BR(3 250 % &

B: Rl THA BEHEEBRERHA—
BT, S51%H A —EHLNBE, H
AR TV RREATRET,

A: RESREDRBRERA 47
B RMEAE 7 T HIEE A, BB S5 b

EfERRE. RikR, AFEMREE
R TAESF 5 AR BUR M1EM .

AfRE L & BT R A L R AR A



