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SECRETARY: Can I help you?
JUDY: Yes. I sent in my resume at the

end of last week.
I'm applying for the accounts as-
sistant position .

SECRETARY: May [ have your name

please?

JUDY: My name is Judy Liao. That’s

spelled L T A O.

SECRETARY: ... And did you have some
specific questions about your
application?

JuDY: Not really.

I was in the neighborhood, and 1
just wanted to stop in to see if you
received my resume.

SECRETARY: Oh, that’s no problem. Just
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give me a moment, and I

can check.

Judy Liao. Let’s see...
Yes, here it is. Judy Liao.
We have received your re-
sume.

JUDY: Thank you.

SECRETARY: Is there anything else I can
help you with?

JUDY: Yes, maybe. The ad in the news-

paper said you wanted the resume,
a cover letter, and two letters of
recommendation .

I included those things in the enve-
lope. 1Is there anything else I
should send?

SECRETARY: No, that is all we need. If
we have those things includ-
ed, that is sufficient.

JUDY: Do you know when they will start

setting up interviews for the job?

SECRETARY: I'm not really sure about
that. But I know we are
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still receiving resumes.

Maybe after a week or two

they will start calling appli-

cants.

_JuDY: I see. Well, thank you very much
for helping me. You have been
very helpful.

SECRETARY. If you have any further
questions, you can call any
time.

JuDY: Thank you.

SECRETARY: Thank you. Goodbye.
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HFobe:

ALEX: I can see by your resume here that
you studied business administra-
tion .

MORGAN: That’s right.

ALEX: So I wonder why you want to work
for a newspaper.

MORGAN: I did reporting for the universi-

ty newspaper at my school.
And I've always been very in-
terested in journalism: .

ALEX. But journalism—it’s a very differ-
ent profession from administra-
tion.

You know a lot about administra-
tion.

Why don’t you choose to work for

a company looking to training
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managers?

MORGAN: I studied administration, yes,
but I am more attracted to
writing articles.

I want to use my knowledge of
business to write financial
news.

ALEX: A new reporter must expect to

work many hours.

MORGAN: | know that the profession re-
quires dedication .

ALEX: You should expect to work more

than fifty hours a week.

And there is a lot of pressure in
this job.

You have to get stories in by the
deadline .

You have to be very independent .
You have to know how to arrange
things by yourself.

MORGAN: I know that beginning reporters
work many hours.

I am very willing to take on the
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challenge .

ALEX: May I ask how well you know the
city?

MORGAN: [ grew up here.

ALEX: But you went to college in Maine.
So you haven’t lived here for al-
most five years, yes?

MORGAN: Yes, that’s true. But I grew up

on the north side of town.

And I know this city very well.
I have no trouble getting where
I need to go.

ALEX: That’s good. Because if you’re
hired. we will be sending you eve-
rywhere.

The job is in the city news depari-
ment .

MORGAN: Yes. I'm aware of that.

ALEX: Judging by the stories you gave us,
I'd say your writing is very good.
Have you written thing= ~thar than

newspaper stories?

MORGAN: I have experience wri ews-
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letters for a health club.

I mentioned that in my resume.

ALEX: You did that while you were in
school?

MORGAN: Yes.

ALEX: Oh, yes, I see it. Well, I think our
interview is complete then.
Are there any questions you would
like to ask me?

MORGAN: No, not at the moment.

ALEX: All right, then. We will probably
be giving you a call in ten days or
SO.
I have to interview several more

people.
MORGAN; Thank you. Mr. Jones.
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LAURA . Excuse me, can you tell me which
is Bob Rice’s office?

ANDREA: Sure. It’s the third office down

this hall. Are you looking for
Bob?

LAURA: Yes. He told me to come by this
morning.

ANDREA: I'm scrry. but he’s not in the
office now. Do you have an
appointment?

LAURA: An appointment?

ANDREA: Yes. What time did he expect
you?

LAURA: He said I should come by this
morning. He didn’t give me a
time.

He said | could come any time
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before noon.

ANDREA: I see. He'’s usually here on
Tuesday mornings. . .

LAURA: Today is Tuesday.

ANDREA: | know. He’s usually here, but
today he went out to a site on
the East side.

LAURA. That’s too bad. 1 need to discuss

these plans with him.

ANDREA: Why don’t you make an ap-
pointment for later in the
week?

LAURA: All right.

ANDREA: He’s here on Tuesdays.,

Wednesdays and  Fridays.
What day did you want to se¢
him?

LAURA: Friday is good.

ANDREA: Morning or afternoon?

LAURA: Morning.

ANDREA: | can put you down for ten
o’clock. Is that all right?

LAURA: Yes. My name is Laura Wills.



ANDREA: All right. I have you down for
ten AM this Friday.

LAURA: Thank you.
ANDREA: You are welcome.
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