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Chapter One: Working in the Office (@
B2 f1ha=s (1)
"' Unit1 Job Interview

'V Unit2 New Comers in the Office

il 1 Job Inter e

€3 Dialogue 1:

Receptionist: Good morning, sir. Can I help you?
Interviewee: Good morning. I have come at your invitation for an interview.

Receptionist: The interview takes place in Meeting Room No. 3. I think the Personnel Man-
ager is expecting you.

Interviewee: Could you tell me where the Personnel Department is?
Receptionist: You can take the lift over there. It’s on the second floor.
Interviewee: 1 see. Thank you.

Receptionist: My pleasure.

Notes:

1. I have come at your invitation for an interview. ¥R 85 Hij 3 i, -

2. Personnel Manager A H#220
3. Personnel Department A 3§

¢ Dialogue 2:

Interviewer: Come in, please.
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Interviewee: Thank you. Can I talk to the manager?

Interviewer: Yes I m the manager. What can I do for you?

Interviewee: Isaw your “HELP WANTED” ad in the paper that you’re recrultmg a markeUng
director. Is that position still vacant?

Interviewer: Yes. It’s still vacant.
Interviewee: That’s very good, I’d like to apply.
Interviewer: Do you have any practical experience as a marketing director?

Intervnewee' No, I haven’t, but I have been working as a salesman for three years. I think I
have the competence to fill the vacancy.

Interviewer: We need a person who can plan the company’s advertising campaign. In addi-
tion, he has to go to sales meetings frequently Do you think you’d be able to
handle those responsibilities? : : : T

Interviewee: Yes, absolutely. In fact, I've been afténdin‘g tradé fairs very often. And Talso
have the working experience in advertising. I'm sure I could do a good job with
my knowledge, skill and experience.

Interviewer: May I ask why you want to leave your.present job?

Interviewee: Because I want to work in a large company where I can display my ability. And
I want something more challenging.

Interviewer: But it’ll be more difficult.
Interviewee: Overcoming difficulties will give me a sense of achievement.
Interviewer: I understand. And when would you be available?

Interviewee: Well, let me see ... I could be available in about three weeks. I'd need to give my
present employer sufficient notice.

Interviewer: I appreciate that. I think we’ve covered about almost everything.
Interviewee: I really appreciate the time you’ve taken to talk with me.
Interviewer: My pleasure. We’ll notify you of our decision by next Monday.

Interviewee: Thank you very much.

Notes:

1. HELP WANTED (ZEXHR&#) HITXEFEA ; HEA

2. marketing director Aiig 805
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. practical experience LR

. advertising campaign &R
trade fairs FISNAE5HZ ; BRI
.advertising n. 80k

. sense of achievement Fi R

. give... sufficient notice Rl A

. notify sb. of sth. FEHIFEAREE

¢» Dialogue 3:

Miss White:
Mr. Smith:
Miss White:
Mr. Smith:
Miss White:
Mr. Smith:
Miss White:
Mr. Smith:

Miss White:
Mr. Smith:
Miss White:

Good morning!

Good morning! Take a seat, please.
Thank you!

I’m Bob Smith. May I have your name?
My name’s Lily White.

Miss White. Nice to meet you!

Nice to meet you, t00.

OK. Let’s get down to the interview. From your application I see you’ve had
quite a lot of experience as a secretary.

Yes, I’ve been a secretary for six years, in three different companies.
Why have you changed your job so often?

I’d like to have a job that’s more dynamic and challenging — that’s why I'm

. applying for this position.

Mr. Smith:

Miss White:
Mr. Smith:
Miss White:

Mr. Smith:

Good. I see from the report that you did quite well in the shorthand and typing
test. I suppose you’d be able to handle report writing.

Yes, I'm good at that kind of work.
What about planning the manager’s day?

That’s the secretary’s responsibility. I’m used to doing that, to seeing that he
doesn’t forget his appointments.

That sounds fine. I'm very satisfied with you qualifications. I'm glad to talk with

“you, Miss White. You’ll be hearing from us shortly.
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Miss White: Thank you, Mr. Smith. Good-bye.

Notes:

1. Let’s get down to the interview. {1745 KIE o _

2. I’d like to have a job that’s more dynamic and challenging. AR T{EEH TR
Bk -

3. shorthand n. 3#ig

€% Dialogue 4:
Wang: Good morning, sir. ’'m Wang Ping. Wang is my family name, Ping is my given
name.

Interviewer: Good morning, Miss Wang. Please be seated.
‘Wang: Thank you.

Interviewer: Now, let’s go straight to the point, Miss Wang. We’ve received your letter and
resume. How did you find out we have job openings?

Wang: From the recruitment advertisement in the newspaper.

Interviewer: What company are you with at present?

Wang: I’m with a state-owned enterprise as a secretary for nearly five years.
Interviewer: What make you want to change your job?

Wang: I didn’t like the management there. It seems that every one is eating out of the
same big pot and people are promoted according to seniority or by favoritism
rather than based on merit or contributions.

Interviewer: Why are you interested in working in our company?

Wang: Yours is famous company with excellent management. If I have an opportunity
to work in such a company, I believe I’ll be able to fully develop my abilities.

Interviewer: I see. If you’re accepted, what’s your expected salary?

Wang: I'd like to start at 3,000 Yuan a month and I'd like to know if your company
offers as many fringe benefits as the other companies do.

Interviewer: Of course we have lots of fringe benefits. We have an excellent benefit package
that includes health insurance, life insurance as well as accommodation and trans-
portation subsidies.
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Wang: That sounds very complete.

Interviewer: We try to take good care of our employees. And other questions?
Wang: No. I don’t think so.

Interviewer: By the way, when can you start working?

Wang: I think I can start as long as you give me two or three days’ notice.

Interviewer: All right, Miss Wang. You’ll hear from us shortly. Thank you very much. It’s
been nice talking with you.

Wang: Thank you, sir. I’'ll look forward to hearing from you.
Notes: _

1. let us go straight to the point ik FRATEIFF = KE

2. job openings {HH%

3. recruitment advertisement R4 4

4. state-owned enterprise [EH 4\l .

5. eat out of the same big pot W& KERIR

6. promote sb. by favoritism {F AMEF

promote sb. based on merit {£ AMETF

7. fully develop my abilities 3¢5 KIERAIA T
8. fringe benefits fHFI|

9. life insurance A FFIRF&

10. accommodation n. BT5

11. transportation subsidies A #Mj

¢ Dialogue 5:

Interviewer: Come in, and take a seat, 'please.

Zhang: Thank you, sir.

Interviewer: You’re Miss Zhang and you’re applying for the secretarial position, éren’t you?
Zhang: Yes, I am. -' ‘

Interviewer: Would you tell me something about your educational background?

Zhang: 1 graduated from Tianjin Foreign Language University and I majored in English

7
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and minored in International Business Trade.
Interviewer: Are you proficient in both written and spoken English?
Zhang: Yes, I think I have a good command of English.
Interviewer: Which band did you pass in the College English Test?

Zhang: . English is my major. Actually, we were required to pass the TEM 4 and TEM 8
tests. I passed those tests with honors.

Interviewer: What kind of tests?
Zhang: Those are national English proficiency tests designed for English Majors.
Interviewer: Have you ever had any experience as a secretary?

Zhang: I'm afraid not. You know I'm a graduating student. Though I have no experience
in this field, I'm willing to learn. And I've worked as an interpreter in a foreign
trade company as a part-time job.

Interviewer: May I ask you some personal questions?
Zhang: Sure.

Interviewer: How old are you?

Zhang: I'm in my early twenties.

Interviewer: Are you single?

Zhang: Yes, I think young people otight to develop their career first and shouldn’t be in a
hurry to get married.

Interviewer: I appreciate your attitude. When and where were you born?
Zhang: I was born in Anhui Province in 1985.

Interviewer: That means you are not a resident of Tianjin?

Zhang: Yes, but I've got temporary residence permit.

Interviewer: All right. And what are your hobbies?

Zhang: Well, I have a wide range of hobbies and interests, such as listening to music,
reading books and surfing the Internet. In summer, I like swimming.

Interviewer: You mentioned reading books. What kind of books do you prefer?

Zhang: 7 Iprefer. English novels in the original.

Interviewer: How is your health?

Zhang: I'm in good health except that I'm a little near-sighted.

8



& hAzREOESL g% DA% (1)

Interviewer: What the strength of the lenses of your glass?
Zhang: 200. Actually I always wear contact lenses.
Interviewer: What kind of personality do you think you have?
Zhang: I’m efficient, reliable and dashing.

Interviewer: Good. It’s a pleasure to talk with you. You’ll be hearing from us within a few

days. Thank you for coming.

Zhang: Thank you, sir. Good-bye.

Notes:
1. Imajored in English and minored in International Business Trade. REEEERMEERT
5.
TEM 4/8 (Test for English Majors Grade 4/8) FiE% kU4 / \ %W
graduating student R JBEEMV A2
I’m in my early twenties. ko
single n. W&
in a hurry #94T-ih
That means you are not a resident of Tianjin? X 2 YR RREBARIA T?
temporary residence permit I} [
I have a wide range of hobbies and interests, such as ... FRZLFIG 12, Moo=
.1 prefer English novels in the original. $¢H5E I HE P -
. near-sighted adj. JT{HAY
. What the strength of the lenses of your glass? {R#EL% /D FBEBUTTIREE?
. contact lenses [AfZHRER
. dashing adj. ORI
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€% Dialogue 6:

(An interviewee is asking the manager the terms of his company.)

A: How many hours do you work per week?

B: We work eight hours a day, forty-four hours per week, Monday to Friday.
A: What are the office hours?
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B: From 9:00 a.m. to 5:00 p.m., with an hour-long lunch break from 12 to 1. Sometimes
overtime work may be required. And the company will pay you overtime.
A: What’s the pay like?
: We’ll have to take you on three months’ probation first. That’s our usual practice. We’d like
to start you off at 1,500 Yuan a month in probation period, not including any bonus or

=

overtime pay.
:+ T understand.
+ How does that sound to you?

: It sounds reasonable. Do employees have paid holidays?

w > =" »

¢ Yes, ten-day paid holiday a years. In addition, you’ll receive a year-end bonus, which based
on your work performance and contributions to the company.

A: Do you provide housing?
B: No, the employees must have their own places to stay.
A: How soon could I know the result?

B: We’ll inform you within two weeks by phone, if you are accepted. That’s all for today.
Thank you for coming.

A: Thank you. Good-bye.

Notes:

1. Sometimes overtime work may be required. And the company will pay you overtime.
F— overtime & “MPE”, F -/ overtime & “INPIR” .

2. We’ll have to take you on three months’ probation first. That’s our usual practice. {R<H =
AR, X2RM&mRH.

3. paid holidays F%:E

4. year-end bonus ELEY

5. provide housing $2#t{3: %5

€2 Dialogue 7:

Miss Lin: Good morning, sir. Can I speak with Mr. Jackson, the personnel manager, please?
Mr. Jackson: Of course. I'm the personnel manger. Take a seat, please.

Miss Lin: ~ Thank you. Glad to see you. My name is Lin Li. I got your want ads in the

10



