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Applying for a Fob
BB T

e

A Hi,my name is Li Min. | was wondering if you have a part-time job available
now.

B:Lucky dog! We happen to need a secretary,an opening at this time,but it is
full-time.

A .Oh,great. Could you tell me a bit about the position?

B:You'd be responsible for answering the phones, taking messages and greeting
guests.

A .I'd like fo apply for that position.

B Very good. Please fill out the application,and send it to our Personnel Depart-
ment.

A:Yes, Il do. May | leave my telephone number fo you so you could get in touch
with me when interview chance is available to me?

B.:That's good. Tell me, please.

A :13145784606.

B:Thank you. Il fell you when and where to interview.

A : Thank you. Bye-bye.

B:Bye-bye.

A .Excuse me,sir. May | apply for the position of cerfified public accountant?
B.Sure. Please sit down. What university did you graduate from?

A ! graduated from Nanjing College of Commerce.

B :What was your major at college?

s



A ; Accounting.

B.Can you name some of the courses you completed in relation to accounting?

A .Sure. | took such courses as accounting principles, commercial accounting,
cost accounting,industrial accounting, elecfronic data processing accounting,
and accounting involved in foreign capital enterprises.

B :What kind of work are you doing now?

Al work as an accountant with IBM China Inc.

B .What are your responsibilities at your present work unit?

A My work involves various routine bookkeeping and basic accounting tasks in-
cluding journal entries, verifying data and reconciling discrepancies, preparing
detailed reports from raw data,and checking accounting documents for com-
pleteness, mathematical accuracy and consistency.

B Are you familiar with American-style accounting?

Al think so. When | was at college,l worked as an assistant accountant with A-
merican General Electric China Inc for fwo summers.
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Applying

ORAFRMAEZHRE?
Are there anmy vacancies in
your company?

- Are there any positions vacant in your

company 7
ORATH L, XILETRERE
TEM?
I’m badly in need of employ-
ment. Is it possible to find one
here?
- T need a job badly. Is it possible for me

to find one here?

OMRMNER BRI TAEM?
Have you got any vacancies
for a secretary?
+ Are there any jobs for a secretary?
OB BRI FEAAHRGLo
I’d like to apply for that posi-
tion.
« I want to apply for that position.
@EER—MFRIATLIE,
1 am looking for a part-time
job.

+ I'm want a part-time job.



------------------

OBRBE—NHIEE,
I would like an application
form.

+ May [ have an application form?

+ May I take an application form?

Q= AR MBERENNS
g7
Does the company provide op-
portunities for further educa-
tion?

+ Is there any opportunity for further ed-

ucation?

BEEDiB
B (E5e™)

OXILEHEHINNE,
There is no opportunity for
promotion.
» There isn’t any opportunity for advance-
ment.
ORAEF LK EERIFNT?
Can you speak fluent English?
» Are you proficient in English?
* Do you have a good command of Eng-
lish?

Applying for a Fob
BT

@iF a1k ﬂ']%ﬁll\ﬂ‘fllﬂ'?

Do you have any job for a

part-timer?

* Do you need any part-timers?

QERMNBF LR TIEL?

Are there any jobs for nurses?

- Have you got a job for a nurse?
OHRBAMERMNBERTESTK

BTN

I’d like to know if you need

any full-time plumber.

* I was wondering if you need any full-

time plumber.

@R ERRE?
Can you use a computer?
- Can you operate a computer?
ORIt A=F?
May I have your name?
» What’s your name?
- May I know your name?
OB THAar?
What do you do?
+ What’s your occupation?
+ What’s your job?
* What kind of job do you do?
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Applying to Be an Accountant]

A. Good morning. My name is Wang
Yang. I'm interested in the post of
assistant accountant you advertised
in yesterday's Evening Paper, and |
want to apply for the position.

B:Oh,yes,we do have such an adver-
tisement. And I'm glad that you are
interested in the job. Now, would
you begin by telling me something
about yourself? What are your ma-
jor courses in the university?

A:The main courses include Western E-
conomics , Foreign Trade, Marketing,
Financial Management, Accounting
and Principles of Accounting.

B:Have you had any courses on com-
puter?

A:Yes, | have. I've learned Computer
Application. | can compile computer
programmes myself.

B:Have you ever been involved in the
accounting work?

A:Yes, | have. | was employed by the
university after my graduation and
I've been working at the financial
section of the university ever since.

B:What about your English? Can you
deal with bookkeeping and account-
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ing in English with ease?

...............................

Applying for a Fob
BiETE

A:Well, I don't think there will be any | A: "8 , R BB E, RBEL T HE AN

problem. | passed the English Profi-
ciency Test,Band Six.
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Applying to Be a Secretary

J

A:What experience do you have with
office machinery?

B:| know how to use the telex ma-
chine, the photocopier, and the
word processor. By the way, | ook a
computer course in the university.

A.Very good,Any questions?

B.ld like to ask about the salary if you
don’t mind.

A.OK. We normally offer a new secre-
tary one thousand and five hundred
yuon at the start,and some fime lat-
er,a rise will be considered accord-
ing to her ability and performance.
She can also enjoy our company’s
health insurance programme.

B think Il take the job.

A.lIt's been nice talking with you, Miss
Li. We'll send you a letter by next
week. Thank you for coming.

B:Thank you,Mr. Black. Goodbye.
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Applying to Be a Salesman

]

A.Good morning. Sit down, please.

B:Good morning. Thank you.

A:Welcome to the interview. Could you
tell me your name please?

B.Of course. My name is Li Ming.

A:Would you tell me something about
yourself first?

B:OK. Where would you like me to be-
gin?

A:What about your educational back-
ground?

B: Well, | graduated from Institute of
Commerce in July this year. My ma-
jor is business administration.

A:Do you have any experience with
sales work?

B:Yes, | do. When | was at college, |
worked as a part-time sales person
for a textile company for two years,
Where | was praised for my work.

A:What about your English? Ours is a
joint venture , therefore , we need our
staff with a good knowledge of Eng-
lish.

B:| passed the English Proficiency Test,
Band six. This is my certificate. Be-
sides, | won the second place in the
school-wide English Speech Contest.

A-That's good. Do you like fravelling?
Our sales representatives do a lot of
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travelling.
B:Yes. | do. | like fraveliing very much.
A.That's fine. By the way, if you are
hired, what salary do you expect?
B:To be frank,! dont know. But | am
sure if | work well,you will be fair to
me.

A Of course.

B.Can | ask you a question?

A.Yes,please.

B.Do you provide housing?

A:Yes,And lunch is provided at cost in
the cafeteria.

B:Very good. How soon could | know
the result?

A: Whether you are accepted or not,
we will let you know in a week.

B.Thanks.

A:Well,thanks for coming. Good-bye.

B .Good-bye.

Applying for a Fob
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Applying to Be a Tour Guide]

A.Hello ,Miss Li. Won't you sit down?

B.Thank you.

A: Now, you probably know that this
interview is mostly fo test your pres-
ence of mind in English, so just re-
lax,and let's chat, shall we?

B All right.

A.Let's start with this job. What got you
interested in working for a travel

Ak, LA,

B: i,
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