WEKE RE

ll*"

)




=i

Practical English Series for Job-hunting

RPSLHIGEAS

A Guide to Reading English

Recruitment Advertisements

-32-1%33 B9 - 45 J5 R IEA
T OMEY G

PR AR A A

e M E¥g T



KBRS 5iRIERA
MK =E
SR 2 CBE s d) BR
"M HEERE KL 25 §
HRBU4R S : 510300
ITMBHRT R BB AR R % O HERR
FRBEBH LR ED R
FRZEBxEpcs) RiT SRFEBEEH
19954F 10 ASE 1 IR 7P 7871092 1/32
1996 £ 4 AN 2 KEAQ  EN3k. 10
B ¥ 10001—20006, FU: 2L AF
ISBN: 7—5062—2135—7/H
R ERS . § 014

FEH: 13.00 3¢




\J

1,‘&';
5 }:»v

KB K B 3% E A %

i

ERWAL, BEA-ANBANIH, EphEIhE—
BB ERE, RLARFIRE-ARCHTHR L,
KO RN THEENREERALRLEF SN EhE, ok
AW IHHERGERAE. AESFHIERS,

HO W THETH? R R ATL?

REF R F A RE T HMAN, SAFT FEHA
A, AERET RBET AR S0P AN, B
AFo ZROELWHPWRRTA, BT RE MR ERE,
LEBEAE NN, NEENEA NI BN E, =
oY RpRERE LK, FETRYE S, —BEL KN
i, —RRAAUTEALEAH AL KUFHHZKbw
BETEAELHTEREERA, A ARBRERGETH#
55 MR LML, MEN—SLHRENEAS Y, Ehd i
PRESLEBRALET, ANER, HESELALTRT
I, REIAELR, REAREASHEFRT — £ KRR
SHFRE, AR, REN—LE SR EAN, B EERA
FRAE, REEEBARAANER, ARRPAHTERMR

i



Ris M LM RARS

Yo, ¥MEZ, REOWTHER), REe&HNLTT7
i, BRARLFFEFITE, —BREH. RERAE,
Arz%, RBAR, WhER. K%, ¥4, EEFRLF
¥EEBPFHELAERR, A THARARARER
R, ZATAIARFMAENARERR, LATREETRIER
HAAFRABETERTRMARERR, EXEF_REHA
RFEXRR. RKRARR, RBRAHLS! RARKEERE, 2
LEEXRLHEE, TR-AEEFHHR, ERRHEEA
B, RERRES K, RABLA &R UE,
EERRXAM (RREARBELAL), BELHF LY
REFEBBTHNAN, ER-BENEREFEH, 53
B, RBECHFRURNEARE, RARSERRARTH
REE,
REAF#A P OM: (KEHB) EHRHEE), (XEM
hE#EwE), (LERRESHEH), HETREXEEH),
(RERB) EWEHE) — 6, NETRERB L@
FHREATHERENE, UETHERBE $F 474 LE AL
RESHUEHEAHRP A ERE EHEAEY, AW THER
BrEmETHA RKXTABNEERBE) £54, xu)
EEFALEBANERNBLE, BENRLELANAT, KHKE
R, BHERA,
(REEAEHERE) —#, NTHEATNS HEY,
HPORELELE. LAHREEFRERIT, KETHEN
BeRRECAES, FIRTAE%¥A. TREL. FRIHE
gReFdEEE A, TELAMIT KE 56 MRk 4K,
RER AETERLMBEMARPERB A, £, ¥4



O

AW, BEXRKBRAREETXEAIHEN,
(RERBEEHEEH) —H, NETHERREEHEA
o, EFABERRENALE, 2K, £, B, AXPH
B, WETHEBEXBEHYRIEY, FIXFTEMREOREKRE
SRR, BETERBPHXGECES, RELEMITFE
BERBPORLEHFLK, RRREEFHEXRERENW,
(KEEBREAHEE) —H, MTRBREXYRARE
ok EHAGLEANR, FIFTHETRRAGRRETRER
KEQERY, HRXT2EEMH¥2. X2, WofLEX
EHMERABRAER, RXRELAEEH BT AN EN,
2ERFHRT REOE—NKY, Eib, TURE ALK
RET-BEBEXRBPEAREAHRR, REFG-NRREHE
FERERREEEN, R ERMAZLE—RERK
BURMRER
RFERAFHRERBEAXELA S AR BHBRMET AR
NSl E, fER R REW R

L $

1995 §5T A




Contents

—. gglg.?agr‘%:l)ﬂlgg@j’ﬂ] P PR ¢ )
The Necessary Knowledge of Reading English Re-

cruitment Advertisements

Introduction

2. XiBIBMMIERABERLY - oooorrer e (2)
The Components of English Recruitment Advertise-

ments

The Name of the Recruiting Unit

(2) FEBEELIEGERIR -+ ovreeereenrnessmrsnnnencnscne (5)
The Logotype of the Recruiting Unit

The Brief Introduction to the Recruiting Unit

(4) FBRBEGERAL -oovevvrmereremmrmmnemseonnininniinnnns (8)
The Job Titles Being Offered



2 RiEpEEHEEES

The Job Responsibilities '
The Qualifications for Application
The Remuneration Being Offered
The Ways of Application :
3. BiBHMSESHABEIFER oo (21)
The Linguistic Features of English Recruitment Adver-
tisements

(1) BIEBTBARI - vooeeeveererreeremerenncnienens (21)
Creating Some Novel Headings

(2) g}ﬁ»’é‘%’i} eteessensess et ssecssresssessssresesnne (26)
Employing Many Elliptic Sentences

Utilizing Various Kinds of Phrases

(4) #}ﬂ?}ﬂﬁ’i} . (34)

Using Imperative Sentences Frequently

Making Use of Abbreviations ’

4. HiBHMIERWRGHE oo (41)
Classified Forms of English Recruitment Advertise-

ments

= B B FRGL A T oee (43)
All Kinds of Job Titles in English Recruitment Ad-

vertisements



1]

2] % 3

1. Bk, Wi, FRAERWEMY oooooreereeeee (43)
Job Titles Engaged in Commerce, Finance and Manage-

ment

2. Tk, T3, BEARMBIWEGr ---oroveeeeeenennns (50)
Job Titles Engaged in Industry, Engineering and Tech-

nology
3. 3fb. EE. DEXBWIRE oo (54)

Job Titles Engaged in Culture, Education and Hygiene

4. WM. B, BEEBYMME oo (58)
Job Titles Engaged in Tourism, Hotels and Services

BRI 5 TR TR ER evevvveeeere e (61)
The Qualifications or Requirements Commonly Used

in English Recruitment Advertisements
Personal Qualities
Language Proficiency
Secretarial Skills
4, BEIADIR oo s e (68)
Computer Literacy
Occupational Experience

Miscellaneous Requirements

i A



4 iz E&MikdEd

PO, BEiEFREE S 2o el (76)

The Examples of English Recruitment Advertise-

ments

Advertisements for All the Vacancies in One Package

(1) XEBFEHRR (FE) Q8 MprELd - (76)
AT&T China Inc. Guangzhou Office -

(2) MEKAHBEERAT oovrererreennone (86)
Northern Telecom Ltd. (Canada)
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3M China Limited Guangzhou Branch Office
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BRSCHT — R} TP BEBERANE] oovevmveveeeeree (126)
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(12) T-MIEFTHB AT -rreremrrrereeveeneeaeee (147)

Avon (Guangzhou) Company Limited
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Amway (China) Daily Necessities Company Lim-
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Tetra Pak China Limited
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Unisys Corporation (America)

(20) %ﬁ%??ﬁﬁ'nu EhABZRE)TMAT] eeeee

ceereeeerenne - (173)

Hong Kong Electronic Consumer and Office E-
quipment Company in Guangzhou
(21) REFERERAFTMNDAF oo (17T)
The Clorox Company, Guangzhou Office
(22) %@Eﬁ%ﬁﬂnnﬁl‘ﬁ"‘]f”)ﬂﬁ"‘] """""
- (181)

~ Baxter Medical Apparatus Corporation, Guangzhou
Company Limited
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Coats (Guangzhou) PRC Limited

(24) RPEREFRAFATMpIL ooeeeeee (189)
AMP Guangzhou Office

(25) MM WMPFEMEEERAE oo (192)
Southern China (Aust) Pty. Limited

(26) MEWETFAREEAEL oo (195)
Siemens AG Representation South China
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(1) JHEE, RRRAEITR. BENLIE -

(197)

Project Manager, Information Systems Analysts,
Management Trainees
(2) HHESTRIT., WL FER/LHE - (200)

Project Sales Engineer, Strategic Account

Specialist/ Manager
(3) w2, HEEME. BEBB - (204)
Sales Manager, Sales Supervisors, Senior Secretary

Power Plant Engineer, Training Coordinator

(5) ’E@iﬁﬁ}ﬁﬁ mm%%Iﬂ!ﬁﬁ %?%@Iﬁ
Service Station Coordinator, Mechanical Service

Engineers, Electronic Service Engineer
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MEHBSHE., TATHRF. IR ITEF -
. cerees - (212)

Assistant Project Manager, Civil Engineer, Me-

chanical Engineer

HRFRRP2E, KRAYESE - (217)

Intellectual Property Right Protection Manager,

Regulatory Clinical Division Manager

HESHE, BAEHR. BHETEF - (221)

Sales Manager, Parts Salesperson, Assistant Engi-

neer ‘

o ﬁIEJﬁ/ﬁﬂlﬁlﬁW\ i Jﬁ%ﬂﬂf#ﬁﬁ

- - (224)
Quality Engineer/ Manufacturing Engineer, Quality
Contro] Chemist

(10) REBITHEIE ., MLL2H ooveeeee (226)

Executive Assistant to the General Manager,
Financial/ Accounting Manager

(11) kFERREHE, BRLBERALGE - (230)

Business Developinent Manager, Personal Assis-
tant to the Vice President

(H)E&BAﬁW B, A$mﬂ\&*@

Senior General Accountant, Marketing Assistant,
Personnel Assistant, Technical Translator/Inter-

preter
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(15)

(16)

(17)

(18)

+ (19)

(20)

(21)

(22)

Eﬁ%%ﬁ% AEEE. RBR. BFHIRE
. (235)
Senior Sales Representative, Head of Personnel,

Purchasing Officer, Tax Consultant

FiREATLAR., St AR -oeeeeeeee (237)
I. T. Professionals, Accountants

Production Inspector, Receptionist
E@ﬁ%ﬁﬁ#lﬁﬁ IR TR, 5K
GTHEE - . (244)
Hardware Engineer for ATM’S, Software Engi-
neer for Communications, Software Engineer
HTHREAEBEARR. SReB#wE - (248)
EDP Technician, G. M. Secretary
TWHEHIRS TRM, HEARTA - (249)
Project Sales and Services Engmeers, Skilled
Workers

Mm% R %m%ﬁuuﬂ%ﬂﬁﬂﬁ\ i

Merchandiser, Assistant Merqhandlser for Home —
textiles, QC Inspector

Commercial Manager, Plant Engineer
Production Manager, Engineering Manager

2R, HHR. BH. BER oo (259)
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Manager, Salesman, Secretary, Receptionist
Advertisements for a Single Vacancy
Financial Controller
Finance Manager
Manager’s Assistant
Human Resources Manager
Technical Support Manager
Sales Manager
Marketing Assistant
Executive Secretary
Technical Systems Management
Accountant
Office Administrator

(12) *ﬁ;&:{{f ....................................... (289)
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Brand Representative

(18) BEEABB oo oovvveerrmonemrrererenne o,

Super Secretaries
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