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Unit 1
Interview [ iz%

A

(Ms Karen, who has just been promoted Personal Secretary to
her manager Mr. David, was asked to appoint a new junior
secretary. Now she is having a talk with her manager zbout

qualities necessary in the secretary they are going to hire. )

David: Ms Karen, first of all you can start by preparing an
advertisement.

Karen: I have already had, Mr. David. Here it is. Would
you please read it to see if it’s all right?

David: (Reads the advertisement) Yes, that’s fine. Let’s
see what response it will bring. I expect we’ll have a
number of applicants with the required speeds. You’ll
be interviewing them, and you must look out for the
qualities necessary in a secretary. What would you
say these are?

Karen: Hmm. I should say that initiative is important, a
sense of responsibility and a methodical approach to
work. It’s amazing how often the unexpected hap-
pens, even in the best planned offices. A secretary
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David:

Karen:
David :

Karen:

David:

Karen:

David:

Karen:

David:

wouldn’t be of much use if she is always needing in-
structions.

[ must say I also appreciate a girl who looks pre-
sentable which doesn’t mean that I want a beauty
queen' But she should take care over her appearance
and her office and her work should be as neat as she
is. Do you agree?

Yes, I do.

You could also mention to the girl vou hire that she
doesn’t lose status if she helps out with any odd job
that needs doing when we’re busy. On the contrary,
she gains respect by showing that she’s willing.

Yes, I’1l remember that. Another thing that’s not
rated highly enough is a good telephone manner.
You’re right. Anyway, by that time you’ ve estab-
lished a good image for the firm.

And build up 3 lot of good will.

Well, I should say you know what we’ re looking for.
[ suppose it can be summed up as someone with ini-
tiative and responsibility who will anticipate our needs
and take some of the pressure off us.

Now , Karen ., all you have to do is 1o find this

paragon of virtue.

B

(A few days later, Ms Karen received dozens of letters applyving
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for the position. She chose some better ones and asked the ap-

plicants to come to have an interview. Now she is interviewing

one of them in her office. )

Karen: Good Morning, Miss Tang. Please take a seat.

Tang:  Thank you.

Karen: Well, Miss Tang. We have received your letter and
resume in answer to our advertisement, I would like
to talk with you regarding your qualifications for this
position.

Tang:  It's a great pleasure for me to have this opportunity.

Karen: Now please let me know your experience as a secre-
tary?

Tang:  Just a little. As a matter of fact I’ ve just finished my
university. But I’ m willing to learn and 1’ m confi-
dent I can make up for any lack of experience soon.

Karen: What do you mean by just a little?

Tang:  Well, I worked as a secretary in a local company last
summer vacation.

Karen: How do you feel?

Tang: I find it's interesting and challenging work. I like it
and am qualified for it, I think. That’s why I applied
for this position.

Karen: Fine. Miss Tang, I saw from your letter you' re still
attending night school. That’s a good sign. We like
young employees to continue with their studies, and,

of course if you learn typing, your chances of promo-
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Tang:

Karen:

Tang:

Karen:

Tang:

Karen:

Tang:

tion are improved considerably.

I’ m doing auto — typing once a week and shorthand
twice a week at night school.

Very well, but remember the old saying, “ All work
and no play -” Now then, let’ s talk about the
salary. What’s your expected salary?

Since this will be my first job and I lack experience, I
hesitate to suggest a salary. But I believe you must
have a standard starting salary which should be satis-
factory.

Here is a handbook with our salary scales in it. You
can keep this copy. It also gives you the rules of the
house. [ suggest you study them. You’ll see that the
salary for a junior secretary is reviewed every six
months. What do you say about it?

I think it’s good.

Alright, thank you for coming, and you’ll be hearing
from us in the next few days.

Thank you and I certainly hope the answer will be

favourable.

New Words

interview (‘intevju: Jur. ». BBR,BR, O, BW, R
promote( promout ) vr. ¥ 7, H#F  {2

appoint{ apoint) vt. % HE, A%, T, B IR

quality (kwoliti)n. fi 0, A 88, &

4



advertisement{ad'va: tismant) n. |~ %4
response( rispons) n. KR, 6] % | [\ K
applicant( =plikont)n. HiEA , HKE
initiative( inifistiv] . F 5

methodical{ miGodikalJa. HHRAEH
approach(oprout{)n. %, A&
instruction(in'strakfjen)n. 4, @ MW, ExR
presentable( prizentabl)a. REEH , EB H E K
hire('haio)ve. n. B, HH H &
status('steitas) n. #{F , B 4}

odd {od)a. G BTEY, B E

contrary[ kontrari) n.a.ad. K, # /Y
rate(reit) v. A0 ;T fE

establish{istaeblif ) v. #1787
image('imidz ) n. TE &R

sum(sam]Jv.n. S, H$E, &8
responsibility( risponsabiliti) n. R {E, X &
anticipate( een'tisipeit) vz. ik}, B A
pressure('prefa)n. £, K, &H, Ei8
paragon('peragen)n. 5B A, 0
virtue('vo:tju: Jn. EE, Kb, £ &
resume rezju( : )'mei;'rezju( : Ymei) n. & H
regarding{riga: ding) prep. T
qualification kwolifikeifon)n. W&, & #
confident(konfidontJa. B BIEH , Hf5 K
compensate( ' kompenseit ) v. M2 , #£2
challenging( 'tf=lindzin)a. ¥ & # 5, 3 #K



employee( emploii: Jn. T R E BE&
considerably[ kon'siderabli}ad. 1 X
shorthand('[o: theend) n. B 12 ()
hesitate('heziteit) v. W, B EE
satisfactory{setisfeektari)a. & AW E I
scale( skeil ) n. HF 4, AR

Phrases & Expressions

look out for FE I EH.O
sense of responsibility 77 {F /&
build up ZBHER ;BT

odd job It L

on the contrary H X i

sum up HEFE;HA

take off F*K ¥

dozens of JL+

apply for H i

in answer to B2 W R

as a matter of fact F L |

be qualified for & .. - B BEIHAT - -
salary scale T.YW%E

Notes
1. personal secretary (or private secretary) A 35

junior secretary /MR EERMH
6



Administrative Assistant 17 B B 3
Administrative Secretary 17 B k4
Executive Secretary $RAT# 43
Secretary — receptionist B {5 HIEFF &

. you must look out for the qualities necessary in a secre-
tary. look out for- BAHEEIFH " XAFHEEBRE K
ERONE XENBENRPIETAZLTHER,

.a methodical approach to work. X 8, approach £ 4 ], 4
LW A EARRTETE,

-- which doesn’t mean I want a beauty queen. a beauty
queen ER“KFEAN” BEE R XHERBRREERA R
4 omean B ... o

. .--she doesn’t lose status if she helps out with any odd job.
help out B 5 7% B &Y 8 & F 1T, 4l : My father helped me
out when I lost my job. ¥ &b, K EH TR - XA
FEUEN:MBEGEFTHEHBEHRRSH KGN sta-
tus WAL, S o

. Another thing that’s not rated highly enough is a good tele-
phone manner.
rate 1 #t . ¥E A4, 1 0 : My house is rated at § 5,000. &Y
B T8 H R 5,000 £ T orate highly enough 4531 5
SER.BARNAE -ARATIERBERNERER
AL .

. paragon of virtue perfect model RFREH A

. And build up a lot of good will. BB VHAERFHNFEE.

. .. your chances of promotion are improved considerably . Rk

BREAMINSHESL,




10. “All work and no play - 7 BP “All work and no play makes
Jack a dull boy. ”FE X iE B, XA E B H W 5E, B EERH
B XR—-WEFE RIEARES BHETHRER,

11.

standard starting salary #R#ERFTH

Exercises

. Answer the following questions on the dialogues.

1.

Why was Ms Karen asked to appoint a new junior secre-

tary?

2. What are the qualities necessary to a secretary?

3.1s it necessary that a secretary should take care over her

appearance and her office?

. What should a secretary do if she is asked to do some odd

jobs?

5. Why is a good telephone manner important?

6. From where did Miss Tang get to know the open position

7.

of secretary in the company?

Why did Miss Tang apply for the position?

- Structural practice.

Answer the questions, using the words and phrases given

after the model.

model : What shall I do first?—prepare an advertisement

1.

2.

8

You can start by preparing an advertisement.
What shall I do now?—send a copy to the personnel
manager

How shall I deal with the applicant?—interview them



. How can I be methodical in my work? —organize your

daily schedule

. Where should I look for the file” — look in that

drawer

5. What shall I do this morning?—help the filing clerk

6. What should I say in the letter?—thank them for the or-

der

. How shall 1 find their address?—consult the telephone

directory

. How shall I get the information?—make some telephone

calls

. Fill in the blanks with the words given.

opportunity, salary, review, promote, compensate, appli-

cant, approach, appoint, rule, initiative

1.

Our office staff are paid monthly; they gét their

on the 10th of each month.

2. If you hesitate, you will miss the

3. Hewas  from a clerk to a manager.

4. After six months her salary was _ , and she was
given a rise.

5. She is a hopeful __ for the position.

6. The company ___ her for extra work.

7. He has been ___ as ambassador to the United States.

8. She is not easily by man.

9. Personal __ has been stressed in the firm.

10. Our most important ______ is that employees should

arrive on time.



IV. Fill in each blank in the following conversation with ONE

word only.
Mr Chang: Please have a  ,Miss Mao.
Miss Mao: Thank you.
Mr Chang: Well, Miss Mao, how did you find _ about

our ecompany?
Miss Mao: your job advertisement in the newspaper.

. It seemed very interesting, so I decided to

Mr Chang: Now, where __ you study shorthand?

Miss Mao: I___ up a course at Secretary College.

Mr Chang: 1 see, but how __ was the course?

Miss Mao: It’satwo__ diploma course.

Mr Chang: What did youdo __ that?

Miss Mao: Igota_  at Hi— Tech Far East Ltd.

Mr Chang: And what did you do there?

Miss Mao: | a receptionist there. | __ phone calls,
messages, _ visitors and __ some

typing .

V . Translation.
1-iii\\EjJ"_EEE%ﬂi?ﬁ%ﬂﬁfﬂﬂ@%‘??ﬂzo(pmmote)
2-ﬁff]&%&ﬁéﬁtﬁr%,?ﬁ@wgﬂ'#o(advertise)
3.49% 50 Ag X — % . (apply for)

RS RIS AR T, (in answer to)

At SR R EEMHL T E O B AL, (establish)

B AT % R BB AR B9 3R 8 (anticipate)

-wg?%%ﬁ@ﬂ”?ﬁﬁk&ﬁﬁ?ﬁ%%%%Wo(qualify)

-gﬁl%ﬁ,”E\ﬂﬁﬁﬂ‘fﬂu%‘?l‘ﬁﬁjjﬂ‘lmﬂo(compensate)

o =\ ¥, I N
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