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After reading this unit, you will:

& know some cultural background knowledge about jobs and careers;

find ways to improve your skills in applying for jobs and writing resumes;
master the basic words and expressions related to job interviews;

understand the importance and necessary steps of interviewing in job hunting;
use suitable words and expressions to express yourself in a job interview.

K K

K K




Pair Work: Discuss the following questions with your partner.

1. How can you define the word interview? What is the function of a job
interview for both the interviewer and the applicant?

2. What do you think is the key to success at a job interview?

3. Can you imagine the typical questions that an interviewer might ask?
And how will you respond to those questions?

4. Which factors are involved in a successful interview?

Successful Job Interviews

A job interview can be one of the toughest situations you will ever have to face. But it
is an ideal opportunity for an applicant to be face-to-face with the potential employer.
The employer uses this time to evaluate not only your skills and abilities, but also

your potential “fit” within their organization.

A successful interview involves two factors: one mental and
the other physical. Mentally, it’s important to prepare yourself
fully for the interview, without worrying too much about it.
Remember, the job might be the one you have dreamed of, but
it won't be the end of the world if you don't get it. Tell yourself
that the company would be lucky to employ you and it will be
their loss if they choose someone else. In fact, your ability to
answer all the questions without hesitation will certainly
impress the interviewer. Remember to answer their questions

objectively and honestly with confidence and enthusiasm.

Practice your answers to common interview questions.



Likewise, prepare a list of questions to ask the employer. Most interviews follow this
pattern: First, you answer questions about your experience and qualifications, then
you ask questions about the job.

Rehearse your interview with a friend. You should be able to convey the related
information about yourself in about 15 minutes. Be careful about your diction, speed,
and body language. Upon initially meeting your interviewer, look him/her directly in
the eyes, introduce yourself with a handshake (firm but not overbearing). Maintain
eye contact at all times during the interview and show interest in everything the
interviewer talks about. Provide direct and honest answers to all questions, but only
give what is asked for.

Prepare your interview materials before you leave for the interview. Bring several
copies of your resume, a list of references, and, if appropriate, any work samples.
Make sure they are all up-to-date.

Dress professionally and comfortably. You will be judged in some respects by what
you wear. When in doubt, dress conservatively. It’s always a good idea to wear a suit;
it doesn't have to be a designer suit, but something plain and conservative.

If following all of the above steps, you are not offered the job on the spot, do not panic.
Stay assured and confident— remember they need you as much as you want them —
and end the interview on a confident note, “This sounds like an excellent company to
work for, so I look forward to it.”

Being confident, conservative and to the point will almost certainly get you your

dream job.

The following words and expressions are very often used in job interviews.

1. objective n. H#x 6. salesman n. #3555

2. administrator n. {TE A R 7. routines n. H& T &
3. supervisor n. =& A 8. attitude n. 75

4. entrepreneur n. {5 9. pressure n. £ /]

5. agent n. XIE A 10. efficient adj. B 18




11. vacancy n. =GR 29. enthusiasm n. &

12. recruit v. 13EE 30. persistence n. 3% /7

13. appraisal n. £7¢ 31. scientific management £} & 12

14. select v. 3K 32. modern operational management I/
15. bonus n. & REEERE

16. compensation n. % Bl 33. human relation A [Jr% &

17. performance n. \ %; 34. interpersonal skills AFR3ZEAE 17
18. wholesale n. it % 35. administrative ability /7 E EI24E /)
19. retail n. T 36. quantitative objective & £ B x

20. budget n. & 37. qualitative objective £ B Tx

21. promotion n. & F 38. market share 17 5B &K

22. zeal n. FIg 39. sales volume $HE &

23. confidence n. {5/0> 40. board of director EEF %

24. loyalty n. £ 41. Jack of all trades % [

25. devoted adj. Z=wkHY 42. equal work, equal pay [3) T [ B

26. adaptability n. &% 43. a temporary job I8 T1E

27. aggressiveness adj. LAY 44. well-organized 7 HE M

28. conscientious adj. IAE Y

€)' Spot Dictation

In this section, you will hear a passage three times. When the passage is read for the first time,
you should listen carefully for its general idea. When the passage is read for the second time, you are
required to fill in the blanks numbered from 1 to 10 with the exact words you have just heard.
Finally, when the passage is read for the third time, you should check what you have written.

You finally have an interview! Your moment of truth has arrived. Whether your
interview is on 1)  or off, it is important to make the most of it. To be successful,
you should always 2)  to keep control of the process, and the only way to do this is
to have control over the final 3) . You can always walk away from a _ 4) that
you later decide you have no interest in, but you need to remain in _ 5)  control to
retain the power to pick and choose. Your objective in every interview should be to
take yourself one step further toward 6)  the job offer. You can do that by doing

your very best in each and every interview. 7)  every interview as if it were the
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only one you will ever get with that company and your only opportunity to 8)
them that you are the right candidate for the position. Although there may be several
interviews before the 9 offer, you must score positively in each interview.

Successful interviewing begins with  10) .
'@ Listen to the passage and answer the following questions.

1) What is the real aim of a job interview?

2) Why do incompetent job-seekers often easily qualify themselves for

undesirable jobs?

3) Why does the author say that it is not true to always please the interviewer?

4) What will an effective conversationalist do during a conversation?

5) What is the worst impression you can make at an. interview?

{'é} Listen to the dialogue and fill in the blanks.

Position Applied: D
College to Study: 2) Major: 3)
Grade: 4) Work Experience: 5)
Hobby: 6) English Proficiency: 7
Reason to Choose This Company: 8)
Starting Salary: 9
Time to Wait for the Decision: 10)




0 Substitution

1) Sue is applying for a job as a telephonist.
a secretary.

an accountant.

2) She is a really quick learner.
a green hand.

an experienced teacher.

3) A telephone operator is supposed to have local knowledge.
a good mastery of English.

a nice voice.

4) People call us up mainly to order meals.
to obtain stock information.

to ask about the prices.

5) This job should suit Jenny well because she likes painting.
she always wants to be a reporter.
it’s not far from the office to her home.

6) The company has offered Gary a place because he meets all the qualifications.
he did well in the interview.

he’s got lots of experience.

7) 1 am waiting for a positive reply from the law firm.
the company’s personnel department.
the multi-national company.

8) Miss Wilkins showed me around the office after the interview.
left the office.
had a talk with me.
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9) There are ten more applicants in the line.
waiting outside.
sitting on the bench.

10> A good employee is supposed to have a strong sense of responsibility.
a devotion to the company he works for.

a strong passion in his own post.

'@ pialogues

logue 1
(I: Interviewer A: Applicant)
I : May I help you?

A : Yes, I've come to apply for the position as an office clerk.

I : I'm Edward Snow, the manager of the Human Resources Department. May I
ask your name?

A : My name is Alice White. Nice to meet you, Mr. Snow.
I : Glad to meet you, Miss White. Please take a seat.

A : Thank you, sir.

David is giving final one-to-one interviews with two other members of the management
to the last four applicants. They are in his office. After the second interview he hears a knock
at the door.

David : Please come in! Take a seat.
Mr. Zhang : Thank you.

David : At first, I'd like to introduce my colleagues: Mr. Zhao,

7




Mr. Zhang

David

Mr. Zhang

Mr. Zhao

Mr. Zhang

David

Mr. Zhang

Mrs. Jackson:

Mr. Zhang

Mr. Zhao

department head who is in charge of the sales and marketing,
and I am sure you know Mrs. Jackson already, head of the
Human Resourses Department.

: Good morning. Nice to meet you.

. As you can see, this is your final interview for the position of

Market Research Manager in our Sales and Marketing
Department. How do you think you have done so far?

: Well, personally I believe I must have done a good job otherwise I

wouldn't have come this far. But considering the fierce
competition that I have already experienced, I could easily lose

even at the last minute.

. How would your worst enemy describe you?

. Stubborn, ambitious, loudmouthed, flirtatious. Well, that's what

my wife usually says anyway.

. How do you think working for our company will affect your life?

. I think T would benefit a lot from the company’s unique culture

and the new dynamic approach that the company has on the
market. But I also hope that the company can change and develop
more quickly with my help and experience.

Why should we hire you?

. Well, there aren’t many people who have worked for such a

famous company as Lenovo Computers Limited. I worked in the
Development Department for almost five years, playing a leading
role in some of the company’s major technological developments. I
have a university education, a persuasive and communicative

personality and some people even consider me quite cool.

. How do we know you don't leave as soon as you find a job with a

higher pay?



