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Carl= C; Lydia=L;

C: Hello, Lydia. Our general manager wants us to post the position inside our
company first.

L: He means that we should look at in-house candidates first?

C: Yes. In his opinion, providing promotional opportunities for current employees
would make them feel that their talents, capabilities and accomplishment are
appreciated,and enhance their senses of belonging.

L: That's right. Should we post job ads later in the newspaper and the internet?

C:. Yes. The more applicants we attract, the better it will be. And before the actual
face-to-face interview,we should read resumes and do some screening first. By
the way,what qualities do you think we should look for in a sales manager?

L. Well,l think first of all, he should have the vision and capabilities to formulate
strategies to reach his objectives and communicate his ideas to his team
members. He should be aggressive,and conscientious too.

C:. Yeah,| think so.He should be a role model for his team members. He should be
enthusiastic and self motivated.

L. | agree. And he should be good at motivating his staff,inspiring them and making
them work efficiently. He should also know how to organize his own work as well
as that of others.

C: Well, that’s important. And he must be capable of inspiring others to recognize,
develop and apply their talents to their utmost potential to reach a common goal.

L. Exactly. And he must be creative and responsible.

C. That’s true. So we all know what qualities we are looking for. All we need to do
is to post the job ads,read the applicants resumes and select suitable candidates
for the face-to-face interview.

L. Yes,but there’s one more thing about the job requirements in the advertisement:




how many years of work experience must the potential candidates have?

: At least 3 years” work experience should be required. Besides, he should have a

college degree in marketing or related areas.
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Carl=C ; Mark=M
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Mark , here are the resumes of the short-listed candidates.

Thank you, Carl. Have you informed them of the time and location of the
interview?

Yes. All the ten candidates have been informed.

: Well, | think it will take us two hours. Let’s run through the stages of the interview

so that it will go smoothly.

: OK.




. Would you please take care of the first stage,Carl? ;
. All right. I’ll start by introducing you and myself, and move on to a few casual

- questions, questions about traffic, weather,and the stuff.
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. That sounds good. It helps to out the candidates at ease. You know, we should

have them feel comfortable so they can speak freely and provide detailed
answers to our questions. But remember, don’t make the introduction stage too
long.

. | see. Then how about the second stage? | mean, asking for information. Who will

be in charge of this?

. Let’s handle this stage together.

OK. How should we ask questions? | mean, should we ask similar questions to all
candidates or should we prepare different questions for different people?

. | think similar questions will be good. That will be fair to all the candidates. And if

we ask different questions,we could easily confuse ourselves.

. All right. And what specifically should we judge the candidates by the questlons’?
. Well,when they answer the questions,we should see how quickly they answer,

how complete their answer is,and whether they actually answer what we ask or
just go off to something that they are more familiar with.

. OK. Shall we take some notes about that?

. That's a good idea. We may need them as reference for further decisions.

. Then comes the third stage,answering the candidates” questions.

. Well, I'll do that part,and you take over the last stage.

. OK.I'll end the interview by telling the candidates when they can expect to hear

from us.

. And then we may spend a couple of minutes to evaluate each candidate’s ability

and personality.
I've got it.
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€ He means that we should look at in-house candidates first? (€:N:0p-9:58 501
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< Should we post job ads later in the newspaper and the internet? (RERERA
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Bt XoF 1 30k S B4 58 19 5 R AR A T B A [

€ Yes. In his opinion, providing promotional opportunities for current
employees would make them feel that their talents, capabilities and




accomplishment are appreciated,and enhance their senses of belonging. (&
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% Yes. The more applicants we attract, the better it will be. & . 1K
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€ What qualities do you think we should look for in a sales manager? (#&iA
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€ What responsibilities should the sales manager take? (#4# 2 ¥ Jj % 7&K 1
R 26 5E4E 7)
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& 1 think first of all, he should have the vision and capabilities to formulate
strategies to reach his objectives and communicate his ideas to his team
members. (FRAEH 56, M %A S W2 B, 4 6B 77 13 X B B AR BRI R e
BB 4% 71 4th 9 A BA B R SR WAL )

& He should be aggressive,and conscientious too. (fh i i% A # BU.L . IA E
Rt

& He should be a role model for his team members. (ft 5 i 4 F BA 5% 5 4
—ARE)

€ He should be enthusiastic and self motivated. (fts 3. i% A #1% A B RBMRMED

% He should be good at motivating his staff,inspiring them and making them
work efficiently. He should also know how to organize his own work as
well as that of others. (fti3F I % % T ¥ 3h 5 T i BB , B A AT, GE Atk
ITEAEZE., BN ZMEERARECHIARNIIED

4 And he must be capable of inspiring others to recognize,develop and apply
their talents to their utmost potential to reach a common goal. (4t i 25 55
A HES A FEHITARB B S AR, FRMIA B C K &KHE
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€ He must be creative and responsible. ({2 214 £ 6t , A FAE L)

& At least 3 years’ work experience should be required. Besides, he should
have a college degree in marketing or related areas. (N.IZZE/VEAF =FK
THER., HI,ERZAE B HSAMHXER TR KEEH D
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% The successful candidate should possess a degree in a science or technology-
based subject. (RR.ZH B L B8 & N i B A LA BEF A R #F R O

€ He should be capable of developing plans and coordinating communications
with his co-workers. (fft 3 %A 880 &R, HBEM R F H AR D

% He should be good at bookkeeping and accounting skills. ({1 i % 3 F # i
HERLSITHEITD




% He should have a good memory and writing ability. (fl1)37 % B4 B 47 6432
T2 FMELERET D

% He must have a MBA certificate. (%6274 MBA iE45.)

% He should be skillful and familiar with database software and the internet.
(At 7 2% BE 4 532 F 048 PE AR 1 T 4% )

€ He should have proficient language skills and five-year’s experience in overseas

markets. (ftll 37 X H B 476078 B2 68, 3F A FLAE S M 5 TARZ L)
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@ T'll start by introducing you and myself, and move on to a few casual
questions, questions about traffic, weather, and the stuff. (g & & %+ 43
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® That sounds good. It helps to out the candidates at ease. You know, we
should have them feel comfortable so they can speak freely and provide
detailed answers to our questions. (WT 2R B A4 . X BB #5 By 7 B8 & b
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€ How should we ask questions? I mean,should we ask similar questions to
all candidates or should we prepare different questions for different
people? (FATHR MK A2 N7 RE UL, 5% 6] BT 45 B B 3% 2%
AL (60 R, 30 R et %ot 7S [ A S 2 982 ) R [ £ 1 A 7)
€ T think similar questions will be good. That will be fair to all the
candidates. And if we ask different questions, we could easily confuse
ourselves. (FINKFEBIAY o] B LR AT . FREEXT FR B LIS & A4 BB A F . T
HInRBATRARRE & E, RINMBBREZEECHFRET D
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€ Well, when they answer the questions, we should see how quickly they
answer, how complete their answer is,and whether they actually answer
what we ask or just go off to something that they are more familiar with.
COR A AT [0 255 (RTRLBr B4 , BRATTE A (R0 265 O RAB S R R B 52 %, B A b))
RAREIEEZE TR E, & 2RI ERBRONEEET .
HEK R, A E M — E N ECR AL EN. AR PO RN NITLEDRE




