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Interpreting English Recruitment Advertisement

F—F WMWHIERIERE & How to Read

English Recruitment Advertisement «--«-* (3)
B BT HAIER e (6)
B O LTFNEIE A s (9)

S ETURERRI e (13)
FE IERHERIMUAMEER Howto

Understand Qualifications for Post -+« (25)

H—N SULEE Culture and

Education crrsreereemmmrrrersrenianieia, ( 27 )
BT TAELSH Prefessional

Experience .............................. (33 )
B=F N AZEJK Personal Qualities -+ (45)
S0UY EEAIR Computer Knowledge -+ (56)
BHY iBSHES Language Ability - (65)

AT A KEES Secretarial Skills and
Public Relation Skills r=s+seneerseeseees (70)
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F=EF EXIBPEHFIRAZFR How to Catch
-+ (81)

Various Posts in the Advertisements

HALFEAEER Miscellaneous

Requirements ---------------------------

AL B X Job Titles Engaged in

Culture and Education -<-=--=reeee-ee

BT LA Job Tites Engaged in

Medical Treatment and Hygiene ------

THEFEARZ Job Titles Engaged in

Engineering and Technology ----+--+-

4541138 Job Titles Engaged in

Commerce and Accounting -=++-+veveer

FTECE B2 Job Titles Engaged in

Administration  cecerrrecreeerierieianen

A% 2 Job Titles Engaged in

Services trereererresescnesiecsieaian. (
HAHRAL ZFR Other Job
Tlﬂf}@ ...............................

FR RIBERERIBUE D

Letters of Application & Resume

F-=
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F—T  KEERIAE L The Form of an
Application Tetter »eoeereerremreereens ( 1 15)
FETH KEUEAIMZ The Content of an
Application Letter =+--c-vsxseeverceces (118)
FB= SKER{EHIHE AR Sentences Most

Commonly Used in an Application Letter
.................................... (121)

FHIUTY KEUE KT EITE | Representative

N =

Examples of Application Letters in
Various of Business rsreeerrrereees (140)

. WHEHESS L A Position of Salesman -+ (140)
. N EEINAZE L A Position of Office
Clerk +rorreerememmemmeeriiiiiiiaiii, ( 141 )
. WHEH AT ER B A Position of Clerk in
Publishing House «+++++««+t=sssesessnresar: (142)
4. NFEE4it A Position of Accountant -+ (144)
. W BE%AH A Position of Secretary -+ (145)
. T BB TR A Position of Administrative
ASSISEANT *+vrrerrerrerririrteniiiiitiieeaes ( 146)
. WEBRS /T 5 A Position of System
Analyst .................................... ( 148)
. BEEEHY 51 A Position of Cashier ==+ (149)
9. NEECME R A Position of
Bookkeeper ................................. (150)
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10. WERRAEFRITH A Position of

Senior Production Planner «occeesecveeree (152)
11. W TP A Position of

Engineer ................................. ( 1 53)
12. WEE45%E A Position of Editor «---+-+- (154)
13. MIETIZHH ELE A Position of

Marketing Executive «ccrrrerrevestaceases (156)
14. WHEE IR F A Position of Senior

Clerk sorreererrverininniiiiiiiaiiean, (157)
15. RIFEMRZRASAS A Position of Junior

Secretary ................................. ( 158)
16. REE1LEE 5 A Position of Assayer/

Test Man  ccereeeeorererenses Ceeeeiaeeaaens ( 160)
17. RIEETH A 5L A Position of Market

Researcher »wcswsveemreeenanaiieiane, ( 161 )
18. DBESERSY A Position of Clerk e+ (162)
19. W BRH A5 A Position of Senior

Secretary ................................. (163)
20. W EEINE B A Position of Office

Clerk -=-rerrrremraemminaaaranerinaaaanan, (165)
21. WEBRESIT 5 A Position of

Actuary «++er=sssmsemsnsesesineaiene (166)
22. WIEFTF R A Position of Typist =+ (168)
23. RHEEUE A Position of Teacher -+ (169)



24. WHEEBEHR A Position of

Tibrarian crcrececcerererreetreaceniiins ( 170)
25. [HEHERE 5L A Position of
Compﬂer ................................. ( 171 )
26. JWEEL:1TU A Position of Certified
Public Accountant «r---srerrerrreeieeiaens ( 172)
27. RIIEHZLEA A Position of
Stockbroker +rrerrerrreriereiiiriiiniiien (174)
28. MHBZTFHEITH A Position of
Economic Statistician «-=scveeemrerereeeees (175)
29. N E L5 A Position of Hotel
Clerk = c-eerrmmmerssrensorinenineninnininans (177)
30. NFERFSE B R A Position of
Research Assistant ==cx=-=reeserereeenenes (178)
%‘:E ;kﬂlﬂ‘ﬁﬁj Resume --++tecmerereronreres (181)
%—1 #EA General Introduction  -+++---+ (183)

T KRB = MR Three
Models Commonly Used in

English Resumes revvioreveresrccnness ( 188)

1. $&4F H A ( Chronological ) #w HE
ﬁﬁﬁ ....................................... (188)
2. BEEEABE H Rt e (191)
3. {Eéﬁzﬁ%fﬂtjﬂi ........................ (194)



BN BRI XI5 Representative
Examples of English Resumes
in All Trades wveoeereresvereeennnnes (198)

1. IR Computer Programmer -+ (201)
2. NH IS Personnel Administrator ***-+- (202
3. #4541 Business Manager «-oveeeeee (204)
4. A B Seorotary  -eveeeeeseeeeeeeens (205)
5. FTEC B Administrative Assistant *<--+- (207)
6. 25T i Software Programmer -+---- (208)
7. PIBE TR Web Supervisor «ooeeesseees (210}
8. @iﬁ% Translator crerreereeeerrmrsresnenanns (212 )
9, jéz\:g Secretary ........................... (214)
10. @urﬁ Attomey ........................... (216)
11. Tiu\]fﬁ' Receptionist ........................ (218)
12. J5 %) Human Services Worker «++--++++ (220)
13. 110 General Accountant -=-+----+-++ (222)
14, FitE (H#FEITHEE)

General Controller =r-sssrsrerevesioeences (224)
15. 4B B Sales Assistant «---ceveeeeeee (226)
16. AFE B Assistant Personnel

Officer  -rovrererrerrrrrremmeiiiraiiiienn. ( 228)
17. Wi F%& Marketing and Sales

Director =+=se=rrreererrrertniiiiiiea. (230)
18. iz B ¥ Marketing Assistant -+ (232)



19. T B ¥ Administrative Assistant -+ (234)

20. 477438 Production Manager --++++- (235)
21. FAELH General Office Clerk -+ (237)
22. HF T #2)F Electronic Engineer -+ (239)
23. Hi AR TFEI Technical Engineer -« (241)
24. FEYIEMA5 Training Coordinator ««-++- (244)
25. IOl T#2YF Industrial Engineer -+ (246)
26. NI A Director of Human
ROSOUTCES  ++++snessrssrnsrarssnrasseeneans (249)
27. VB RE SCHRA B4 Hotel Clerk +-eveeev-- (251)
28. NS BEIRHIES A 51 Recruiter o+ (252)
29. AR 1K Customer Service
Representative  «++++-sessreeemsaesreenee (254)
FEIOY  #H BB Tapical Expressions
Used in Resumes «---s-romeeeeeeeene (257)
1. HCHE FIARIE R FRIK Useful
Expressions for English Resumes -+ (257)
(D ULB R BB Stating Your Job
Objective; .............................. (257)
(2) M FEE Stating Your
Education crrereererrerieeneieniiniiins (260)
(3) B TAEAST Stating Your Work
Experience .............................. ( 264)

(4)ULBA{EBRBEAE Stating Your



Qualiﬁcations ........................... ( 267 )
(5) BB AR Personal

Qualities ................................. (270)
(6) LI BTHRRY IR Reasons for
Leaving ................................. ( 275 )
(7)EKFHH7K Requirement for
Sa]ary .................................... ( 278 )
(8) ™ N Felf 5 FAE Personal
Hobbies e treererrecsreseearaconanians ( 279 )
- BRI R RN R Useful Glossary
for English Resumes  tcoreerrrorerrescans ( 280)
(1) TAEEHMENL A Useful
Glossary for Work Experience <+---+ (280)
(2) B4 288 FIAIC A Glossary for All
Trades «-rre-eveoereemrnerriemnenennnns (285)
(3) BHEFE A Useful Glossary for
Fducational Background — ---<--c---- (299)
(4) I~ AZEJE A Useful Glossary
for Personal Qualities ~ <«+x-eeereeee (301)
(5) T A¥EEL A Useful Glossary for
Personal Data  +-+++rrereerererronennes (303)
(6) 22V 2 ¥R Names of Academic
Degrees =rorerrsrresereini, ( 305 )

(7) ZRIESLLFRN B Listed in the Order




Of the English Alphabet ...............

$=F ik Interview

®—#F iR EIY Some Basic Skills  +ooeoe
$F—F HEHAIL Goes Directly to the
Topic  ++ereeerrerernesaseesinennees /
B WELST Answer the Question
Tndirectly =«=ee=ssvreeereeersaneesnnes
=1 5N Change the Role From
Defensive to Aggressive — =reeceeeeeee

£-% MWMRAEREE Common Problems in
LErview +e-eeeresssrreremsernrennoennnes
& —5 . {148 Brief Conversations “**'**
1. WLEFERE Opening Greetings and
Remarks «---+v+seesresersessnseesnenmneeonne
2. XFHZ FiE Mk FE R About
Name, Age, Address and Native
Place -rerereeresesrnrannaararseiesiiieinnes
3. RTERAE X About Ways of



C RTFEHA R et VB ET R

About School, Major and Education -+~ (341)

6. XT¥F 5% About Subjects and
Credits crerererrreriesnaciccatienananaans ( 346 )
7. RTHIMNESNH LB About Out - class
Activities and Practice seeetesererrsreeerees (348)
8. T THELALE About Working
EXperience - etresereonsennnannsininns (351)
9. KT LAEMHL About Working
Achievements ++---s+eeereerereniierairsanes (354)
10. XTIMELHE About Foreign
Language Abilities r-rerrerreraaereenenne (357)
11. XFKRIFEFE About Reasons for
Application  ++eererrrern s (360)
12, KT X AR TAEH TR About Plan
for Future Work «rrcerervreeerceecanniienn ( 363)
13. XF&E 51 About Personality
and Character sesterrrrerraisereeiiiasns ( 366)
14. XFHAER 5 ZEF About Other
Interests and Hobbies — ---oseovveeeeeeees (370)
15. X TI¥ 5%& About Pay and
Remuneration ==«++-==«+s=sererrereasenane ( 372)
16. X T B 5% About Vacations
and Benefits ccrreecccrrerimeiieian. ( 375)
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17. X FHEAR About Resignation +-++++= (378)
BT KEEPRIA Excellent Remarks about

a Certain Topic  w+treersereereesenes (381)
1. IRIRIFEC Self - introduction =++=++++- (381)
2. AT AEPEX AR TAE The Reasons
for Application ........................... (383)
3. IRFIEHREI K F The Relationship
between You and Your Boss  +-rere-eee (384)
4. FBHERF & The Salary You
Expect ....................................... (385)
5. W3t BT HIFRMR Your Understanding of
SUCCESS  #rorrrrrrensreneeeaaean e (386)
6. FRHIZEE Your Family -eoeeeeeceeeeen (387)
7. RFI BT EIFIBE S Your Ability of Using
Time swcvvrererreervieirorrisoatacsossaonnns (388)
8. VR AAYIE] Your Spare Time -+ (389)
9. YRESELAIIEE Your Reason of Job -
quitting .................................... (390)
10. R TAERRE Your Working
Style -+rererirnriiirie et (391)
11. #Randay b P THEHE 51 How to
Deal with Working Pressure +-:«--+<--- (392)
12. RIS LAEBIZSE Your Attitudes
Towards Work sceressererremsrssneeraaes ( 393)



