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Business

TN FERGIAER

What kind of vacancies do What are the requirements to -
you have? apply for the position?
© PRI R R R A k2 REFEX ARG A SR 247
LaWBE  a3BEM
Is this vacancy still available? [’m inquiring about the job.
XAHROLEEAG? FARiR— A RX G TERIEOL,



 5EAE
Do I need to bring any creden—
tials?
KA EA FuEfFng?
6.EBAR
What should I do to apply for

it?
N2 1Z ERE N FEX NIRRT

When is Mr.Li available?
e R 7D - Sl O 11

Susan: Hello, this is Susan, I am
wondering if you are hiring now?
Tom: Yes. We happen to need an
accountant.

Susan: Oh, great! [ believe I am

the one who you want, I just grad- .
uated from the college of business
in June of this year. Maths was my
favorite and the best subject at

school, and I have learned to op-

erate computer.

- SR 1REF, RE S, BAEEE
j RNREERE?
BB 2K, BINERE—4%
| ito

B B, AH T BEERER

RINBEHAN,SERAR
WIS Eedr , ## B ]
RERBERRLEFNRE,
AR ERET T HEE
fEHRBEo



Tom: Very good ! Would you tell #8: T8, SRR TIEZR

me about your employment history? 0g?

Susan: Since I have just finished #3: BRI F K% Tk, 18
my study, I have never been em- ' EREBEZHN, RES
ployed before. But I am willing to FREH—RERHHR?
work and learn hard. Would you like-

to give me an interview time with .

me? :

Tom: Well, how about this Thurs- ##: %8, X2 #0052
day?

Susan: No problem. Thanks. G KRR W

Tom: See you then. A4 BRI

Susan: Goodbye. T B,

ﬂuﬁ/ ‘ﬁlB‘JEi‘rxo

Mary: How did you hear aboute BW: S£EAMEEXNTEH?
this position?

Peter: From the Internet. BT B BRI,
Mary: Really? Do you know some- AR EHLME T RIRATASIIL?

thing about our company?



Peter: Yes. This is a great compa-
ny. Your products are very popular. .

I know you could use someone

like me.

Mary: Well, you are confident.

Peter: Yes. ['m sure I am fit for

this job.
Mary: I hope so.

Peter: 1’d like to set up an inter-

view time with you as soon as pos-:

sible.

Mary: First, e-mail your applica-

tion materials to the website of |

our job agency for enrollment.

Peter: No problem. When can I

receive your message?’

Mary: Within one week, you can .

check it online, and you will know

the interview time.
Peter: Thank you very much.

Mary: You’re welcome.
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Confirming the Information

WA fe B

John: Hello, this is ABC Corpo- AL B
ration. May I help you? ;
Amy: Yes, [ 'm interestd in the:‘ % 3
job you advertised in today’s news-
paper. Is it still vacant?
John: Yes, but what qualiﬁcations‘: 28y
have you got? l
Amy: 1’ve got a Bachelor’s de-! $tsk:
gree in business. I have rich expe-
rience in selling. I’ve worked in |
the sales department in two com- .
panies during these years. I’ve also .
taken some courses in English, so I
can communicate with people:
whose native language is English.
John: Fine. Do you have your re-, #8:
sume? i
Amy: Yes, I can send you a copyE K
of my resume if you like. |

. 6 -
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B I fE

John: That does sound good. When H8: MATKET R ARET

can we have an interview with. PR %o
you? :
Amy: Whenever is OK. L3k HHARES

John: OK. Please come to our : #8: 60, 588% HERRIVAS,
company tOwWOrrow morning. '

Amy: OK. Thank you. K. B, 88,

Kock Battle
L% €

I'd like to apply for that position.
TR

Wu Jia: Hi, my name is Wu Jia.: 2f: 65 RUKE, #AT
You have a job available now, BRI 6, X052
don’t you? |

Receptionist: Yes. We need a sec- &ﬁ" B0, BNBE— B,

retary, an opening at this time. j HEEFHE—E

Wu Jia: Oh, great. Could you tellf iﬁ:ﬁ,KﬁT,é““éﬁﬁéﬂi
me a bit about the position? ! —m08?
Receptionist: You ’d be respon31— Eﬁﬁ REENFRELIE.5H
ble for answering the phones, takmg ‘ SHEFE A

messages and greeting guests.



Wu Jia: 1’d like to apply for that =S4 B8 X A mEL,

position. !
Receptionist: Very good. Please CERR R RGBSR, S
fill out the application, and send it . F|FNAAED,

to our Personnel Department.
Wu Jia: Yes, I'll do. May I leave RE TN, RESH, Habie

my telephone number to you so - BIESHBHEN? H—
you could get in touch with me E%ﬁﬁiﬁﬁ!ﬁ!&lﬁﬁﬁ

when interview chance is available
to me?

Receptionist: That’s good. Tell E&ﬁﬁ;ﬂa’q,%mo

me, please. :

Wu Jia: 13811658370. . R{£:13811658370,
Receptionist: Thank you. I'll tell ' #& R ¥, RLBAGEILY
you when and where for inter- EjEl O

view.

Wau Jia: Thank you. Bye-bye. o REh, B R
Receptionist: Bye-bye. BGRB8

QIfEaRBE e

/

| gg—

1. We happen to need a receptionist. 1. FAVEAF T —F AR B

2. I’d like to apply for that position. 2. FeAS AR L.

3. I "m calling to see if you are hir- | 3. %3THiE R — FRITEE R T
ing at this time. I,
- 8 -



4. Are you here for the position ad-

vertised on the Internet?

5. | would like to know if that posi-:

tion is still available.
6. Thank you for your time.

7. Requires minimum two years ex-.

perience in accounting.

8. Ability to work on the night shift is

a distinct advantage.
9. Under 25 years old.

B I E

4. PRI RN B R A
A

5. FRALHLEAR AR 18 75 g 2

6. W AR

7. EREAEA 2 M2
MR (2

8. it PP E LI HEIE.

9. EWTE 25 X LT .

-

available

@

nnE

cashier
typist |
tourist guide

accountant

hire |
employee '
connect

respond fo...

position !
application

apply for
advertise |

general office clerk

office assistant
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reporter
instructor
receptionist
broker |
secretary
opening
interview .
quadlification

demand !

L G
R
BRR

LRI

[

1. There are mainly three ways to;

get a lead on a job: advertisement, re-.

cruitment and using an employment |

agency. All are valid and there is no reason

why a candidate can’t use all the meth-.

ods at the same time.

2. The online job search has ex-.

ploded and become the most heavilyE

used tool in finding jobs in the new.

century. The Internet can offer an as-!

tounding variety of job resources that

enable job seekers to find current job,

vacancies where they live as well as:

thousands of miles from home.
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B AMEFEER

I wonder have you received

I have read your resume.

my resume. FESROEAT .

?mfuﬁmn%ammmﬁwo e
o e MR T
Are these all your creden—:
tials? .

X 52 K go

BRI HEE R URATER R

E T T REERREEETEIREERENBERT

Here is my recommendation.



