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A: Good afternoon, Mr. Green, please sit down.

Good afternoon, Mr. Green. please take a seat.
Good afternoon, Mr. Green. Let s get started.
Good afternoon. I’ m John. It is a great pleasure
for me to have this opportunity for an interview.
My name is John. I am glad that | have been
qualified for this interview

Call me John, please. I am happy to be here for

this interview.

: Would you tell me something about your work

experience?

What positions have you held before?

Have you been employed in this field before?

I have had four years’ experience of marketing
in HP Inc..

[ have been employed for two years by the
Sweet Co., as an administrative assistant.

[ have been in this industry for three years, and

worked as head of HR.
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s AR AR R IAE R TAR? A: Why do you want to quit your present job?

PR 2 w4 |
(GNP N3

B: HERERMAEMNA R, KHEHR B

TAERA T 4w

e B ALE 14 2 il A R A A My current company Is

MR Z by AR 3B T : financial situation. and
planning to leave

Fe S T A T PR I R . ['d like to face new challeng

(e : Why would you like to change your job?

PA R Y R . Why do you vant

position?

ur current

I like my present company and now I’ m

| E o l thinking of bettering myself by changing a job.

opportunity [opa'tju:nati] n. A& industry n. 47 ik
be qualified for... A F#&------ head n. &, 3K

position [pa'zif en] n. FA4L

field n. 43k, 47k
HP &4/ 3]

administrative [ed'minastrativ] assistant /7 8 2

in an unpleasant

many employees are

es in my lite.

HR(Human Resources) A 77 % ik

current ['karant] a. B #7#)

better v. 4 &, &

Dialogue 2 [’/

challenge ['t[zelind3] n.

Finding out Candidates’ Qualification

ERWISERR

A: ?kﬂ]jjﬂ‘ EEFE{ A Why should we hire you?

kWA LA

R N N A= I Pl
VRHEZR 23 Alair AL

il
FFEVRITHIERLE | B: 1 think my qualifications

B: FEH[KATI

R, : description.

Fe AP, JF FLAERI I ab PP £ I"m a quick learner and c
q {55 multi-task.

bR 1 FK fal o BLE B Y e S Fngs Besides the skills and exp
I ¥6 T AVEIR RS %% 1) in my résumé/CV, I' m

AL 5

worker.

Y o Why do vou think you are qualified for this job?

zoll 257 ' What can you offer this company?

match your job

ipable of handling

erience | mentioned

an extremely hard

TSR ' ) ‘
U9 s ' ['m thorough and also methodical.
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A: Do you have any strengths or weaknesses?
Can you tell me some of your strengths and
weaknesses?

B: Yes. I’m good at computer operation, and I’ m

: great with people. I can’t really say I have any

l major weakness that affects my performance at
: work.
[ am a fast learner and an efficient worker. My
weakness may be that 1 was a little bit shy, but
now [ have overcome this.
I am honest and trustworthy. My weak point
lies in my poor cooking skills, which probably
results from my long working hours.
A: How are your language skills?
How many languages can you speak?
Can you communicate well in English?

B: I can speak English and French fluently and

I’m willing to learn a third foreign language.
I have passed CET 6 with merit and

International Japanese Language Test Band 2.

job description [dis'krip[en] I {z 4434
multi—task [maltita:sk]n. $ £4£4%
résumé ['rezjumei] n. & 7

CV: curriculum Vitae f§ 7

thorough ['0Ara] a. /& 2] &9

Dialogue 3 [‘/

A:

End

methodical [ma'Bodik(8)l] a. Bt 7 7 XY
strengths [strenBs]and weaknesses ['wi:knisis]
ARk B

fluently [flu(z)antli] adv. ##] 3

of an Interview

FEHR T R A N 2 JEHATA

REMUE RS T . IHSRAMH

WA

mitss:k
A: We want to interview other applicants before

; we make any final decision. Please wait for our
' call.
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You will get our decision in two weeks.

] P 2 HR
Fefl Mot P s 2 e R 4R e

GERTSTIFSIKAN ' we make the decision.

We will notify you by mail or by call as soon as

B: dE# . BRI B: Thank you very much. I look forward to
hearing from you.
FEE 5/ -1 will be waiting for your letter/call.
pig I,HI,H SitEng L] (-'Ni)i'-fj"[ﬂ]'iﬂ fl , 7t Thank you for your time. It" s my great honor
CHRIETR A ¢ ¥ ' speaking with you.

A: REEERRNTERMA . IKFAH
ek b yEg?
QAR A TR E R R A A 2ot
feEn] LLFG EHE?
fR¥ER 1 RRE(E F AR |
P IS I F 0 IR £

A: You are the right person we are seeking for.
Can you start to work next month?
If we decided to hire you, when could you start
to work?
You are hired. Could you report to the HR

office at nine o clock on the next Monday

n 2 morning?
Rt 2t e Jy 74 142 When would it be convenient for you to begin
to work?
B: dEH S, RTEFZEHRATPEH © B: Thank you very much. I need to give two weeks’
SR, X B, A RN notice ahead, which is just enough time to
A SE IR F LB H . ZER complete my current program. I can start right
AT B EHET after that.

Yo RS ER TR . U A n]f'f’u
bR o R AT LUIT 4R
I ff

v AL A ¥ TAE . 7 1 can start at the beginning of the next month.

Thank you for hiring me. It” s my honor to be
one member of your company. 1" d like to begin

to work anytime as you like.

applicant ['zeplikant] n. 4& &£ A give ... notice AT+ i 4o
notify ['nautafai] v. i 4=
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permanently ['p3:manantli] adv. &K # major ['meid3a] n. % ik

certificate [sa'tifikit] n. £ defect [di'fekt] n. %t 5

enthusiastic [in.Bju:zi'sestik] a. #1549 caring [kearin] a. % SHLA )

Personnel [pa:sa'nel] n. A F 3 word processor ['prousesa] L F 4t 22 4k 44
demanding [di'meendin] a. &K &#) adaptability [edeepta'bilati] n. i& /2 4t
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Dialogue 1 (9/

Coming to a New Post
M A RS

A: TH—T, B IR R B R IR A: Excuse me, could you please show me the way

B 2 i to Human Resources Department?
FTHE— T FRAE 2 N B Excuse me. I want to g Hun
: Department
I — T L BE A VRl AT e D5 E Excuse me, would you please be kind enough
FEEAS Iy i i ‘ e

; Department?
B: 4. fE%V\ﬁT@’]ﬂ—jﬂ ' B: Yes. But have youn made an appointment ahead?
- W)L RE \ | — T R —{ngy Yes. May I know who you a

Of course, but you have to register here first

A: IR, FREBRE,SKE—K | A Yes, of course. I am newly employed and it’ s
EBE. EEATIEEGK LSS my first day here. David, the one in charge,

KA XA, SR B IR phoned me to meet him first. Then he will
i show me my post.
Yo . A ”Jl'f"i;ﬁ K- fk. FEH Yes. | am Steve Marson. | have made an
R 24 LT appointment with David
B: iM%, ﬁéﬁfc? —~ g " B: Just a minute, please. I'11 get to David.
o EHASE B R — TR v 7r Wait a moment, please. 1" try to find David

g AE TR . I B AE W — A A second, please. He is meeting someone now



re PR EmEkoix

g Ak ARG 22l ey Take a seat. He will be here soon.

B: ATl fiBREA %, liXiHE.  B: Yes, he is available now. Please come in. This

' way, please.

Y P R {1 B2/ AP R €5 Yes. He is in now.
AR, fbEFEATE. TFTEXHE : 7= Sorry, he isn’ t in at the moment. Please wait
LB '
AL . (B A AT T T Ak
{58 F- 1 At

A: AEHE

here for a few minutes.
Sorry, he is a little busy now. Please take a seat.
He will come as soon as he finishes his job.

A: Thank you very much.

B: AH#H! B: You're welcome.
- : Never mind.
R e 24 HE B ! : My pleasure.
AN : That’s all right.
& + 7o It's OK.
Human Resources Department A 77 % % #f in charge % 7, £%
make an appointment 1§ available [o'veilabl] a. 7T /i &9

register [red3zista] v. &t

Dialogue 2 [‘/

Getting to Know the Boss

il ko)
A: PREF, R, KT . © A: Hello, David. Here I am.
B: Wi, W, o ande? ' B: Hi, Steve. How are you?
vr —YIBE L, i How is everything going with you?
-] 348 NGLA : How s everything?
2 7Ib% Y SN i Is everything OK with you?
g s EAHT . 7t How is your...?
A: A BH8. PR ERAEVRRRILA © A: Fine. Thank you. You told me to come at half
itk past nine.

B: &, Hk5IW—T., XEFKM B: Yes. Let me introduce you to your boss here.
PREEE MR- S, XEIR This is the Steve Marson 1 was telling you
# E Rl AW TS . f about. And this is your boss, Mr. James.
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Dialogue 3 {4/

v Al

]

i C:

.B:

Chapter n

Newcomer:

I" d like you to meet your boss Mr. James,
Steve.
[ don’ t want you to miss the opportunity of

meeting your boss Mr. James, Steve.

Please allow me to introduce Steve Marson to
you, Mr. James.

I don’ t think you have met your boss Mr.
James.

Nice to meet you, Mr. James.

[ am glad/ pleased to meet you, Mr. James.

[t’s an honor meeting you, Mr. James.

Nice to meet you, too, Steve.

Me, too, Steve.

Mr. James will talk with you about your job.

Clarifying Job and Responsibility

: TR IZ IR B 4 e 7
FIAE iz 47
e IAL }k” [ GG e
F 17 12 AR HE

 ARE T AR R P B R 55 R H

A6 T BeliRsa

CA:

E e A1 b B 5% '
PR B0 or &R SR B

fi

R TAECL R R 55 R A2 iy

) (4 T3 T A
: IR ABRAE AT A7

: BIRARE — AR T8 T

£, i 55 b itad ko
: RT5ABCARIMIMAE IR

@ >

So where can I start my work?

What shall I do now?

Where should 1 start ?

What should I start with?

Well, your job is to help with the business
negotiations.

Your responsibilities are translations of all
kinds of documents.

Your job involves/includes drafting contracts
and interpretation at meetings.

And at the present?

Susan will be your partner in your first case.
She is coming.

What is the case about?

The negotiation on price with ABC Company.
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MEHAHES TAEILTE 5% T . The preparation of materials is almost done.
itk iR ' E A \ case about price negotiation. We have almost

HER I 1 FIr A M F ' finished the preparation of m: terials for that.

A: SRJEWE? - A: And?

B: AR LN FRATEER | B: Susan and you have to come up with some
) R AT AR P ) SR e AR R specific strategies we may use in the

FATRANRL negotiation to ensure our success.
L ek OO T RIPES  RRE TA T  SE T o)  ( GR TN aa T RArRa a 1 - —
negotiation [ni.gaufi'eifan] n. # ¥ come up with %) &
draft [dra:ft] v. A2 % strategy ['streetodzi] n. ¥, &K
interpretation [in.te:pra'teif en] n. @ i§ ensure [in'fua] v. # & , #itk
done a. A%

ELY I E

regular work B % [ & T4F administrative assistant £7 B 8} 22
a promising ['promisin] job 7 A7 ik ¢4 TAF marketing manager 7 % 3 2 52
a challenging ['tfeelindzin] job # Bt & 1k 49 accountant [8'kauntent] n. £t
T buyer ['bais] n. & ¥ i

desk job % 3k T4F cashier [kee'[ia] n. Hh 44

routine [ru:'ti:n] work B & T4f lawyer ['lo:ja] n. £ )7

a high—paid job R 81 1£. /3 ¢4 TAF

HFiATZ
VIS RERFET , FRUTRT— € SARAT TN . R S5 FFUTB — @ EEMERT B 2 . 7 — A
AR B SIBCE  [a), N Sr BRI I o FR U B TR AR S R A = A T E

— I RN

2 4 A7 - 44
/3R 7 007
priclh - =, - |

1824 NZ T8 b, 1R R A TE TR ) %, B R . Bl 44 H it
T X 44 B SR A4 R B2 , 5 5 BB A% (E4 132 H X 7 1 44 - RN PR sr By 255
ITRRIFLIL :

8 = ANFES AT 0T, — IR A Ho At A 2R 25 M B A7 25 T (1 N, B ERA 455
R AN BABN SN EERANBHERE BB Bh ot

H IR AR N G Xy kB . SR NS X T E OIS By
BN A,
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Dialogue 1 (‘/

Company Surroundlngs

 YRAIRIS

A: B 4, . - A: Morning, Susan.
B: B LiF Bk, . B: Moming, Steve.
A: RERIFETHE. SHOTHELLE A T start my work today. I am a little anxious
IRFA S KK, ‘ since everything is new.
B: HHH.L . JLRIREEEE T, ' B: Don’t worry. You’ Il be familiar with it all in a
‘ few days.
BT : [ake it easy. You can get to know your work
step by step
A: NiXF|HHOEZ A2 A: How long does it take to get to downtown from
: here?
LFWHLIZ 5 22 A l How far is it to the airport?
B: fFilSﬁ"ﬂl . B: It’s fifteen minutes’ drive.
EIJLAEE] | : [t's within walking distance
A: RIEREEH AL F]? ' A: What companies do we have in our

nenghborhood"
here any other companies nearby?

B: ,,4§ K IBMﬁlﬂgﬁﬁﬂ%% ' B: Mitsubishi, HP, IBM and many other famous




