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Useful Words & Expressions

hire v #B#¥
opening n. T &
trade n 4Tk

employee  n. &R

at this time  prep. phr. L&
get in touch with. . . v. phr. o,
ﬁu ...... Hi% ®
call to see dTWEF—T .
Can you tell me about. . . .o
BRREFRET
I believe 1 could do sth. ¢ e
B AR

open adji. &

part-time  n. R

happen to do sth. A>3 F
1o hire employees ##HE R &
connect v BK%

respond to ... uphr FZ,EIE - z‘“ﬂ»«b
bachelor’s degree 4l 4 4%
business administration o,
wyEa® ¢
bilingual ~ adj. i
® @

available  adj.

TR e, TH AN
secretary  n. B P
position  n. FRAL
applicalion  n. ¥ A
resume n. @5

responsible (for) adj.

apply for  v. phr. 9 3
fill out v phr. HE
sale n. 4§18
advertise v. T2

be responsible for doing sth.

RAMEF

®
health report n EERE

photograph ~ n. A8k

letter of recommendation
HwHERE

checker n. H#R

flexible adj. HM &, REH

schedule n. BAEXR

fill out v phr. B (£AE)
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Useful Sentences
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vy v v v v w

I was wondering if you have a part-time job available now.
FRAE A 5720 W BT A RS i,

We happen to need a receptionist.
EINEFFRE—~BHER,

I"d like to apply for that position.

A HE AR R

I"m calling to see if you are hiring at this time.
HITHIER — T REFRNTR TR,

Canyou tell me about someone of your trade who is hiring employees now?
RES VFRME K 2 Al A 4R B g ?

I believe I could make myself useful.
FHE—E e T TR ik

Are you here for the position advertised in CHINA DAILY?
TRRA CREBY LB % ik gy

I would like to know if that position is still available.
FARLE AR B 25 g 2

I’d like to meet your manager.
HEREMEH,

I saw the notice in your window, and came right in.
HEWEE LA &, BrLABt#k T,
Can I ask how much the sala;y is?
HKATLAR — T H & 1m0

I’ d like to speak with Mr. ---.
HER---- o ERIE,

I’ ve necessary qualifications.

HEZLENTE®E,

When do you think I"11 hear from you?
RERH ARRAEERINE?

Thank you for your time.

BB R A
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HiRAEELTILA:

@vhat HELHATAH TR, BAAAGEE IR ATRXTRE
FWEAR MAMGEHRREER,

@who fn it T & A4 w0 iE 5, T R RS 69RA

@vhere F St Wik &, MEL A E, AHRFERT BRI 2.

@how EMEHFME FHFRATE FEAEFLEE, TEREL

@job WA NEHWHA, FEHCRET £,

@dress FHERF AHRLWHET.

i =AT 1E 1

Sitnational Dialogue 1

e (FEAR) HigE BB E, TRRTRESRIT
AFHIEERER, FHERAREE Owens EERBTHDHE
R, BEHTRIENE
Operator: Good morning! IT Corporation.

Lin Hua: Hello, 1'd like to speak with Mr. Owens in Personnel.

Operator: OK, 1’1l connect you.

Owens: Personnel. Good morning.

Lin Hua: Good morning, I'd like to speak with Mr. Owens.

Owens:  Speaking.

Lin Hua: Oh, Mr. Owens.'m Lin Hua and I’ m responding to your ad in
CHINA DAILY. I have a Bachelor’s degree in Business Admin-
istration and I'm bilingual, so I have necessary qualifications.

Owens: Could you please tell me your job experience?

Lin Hua: Well, yes, I’ ve worked as a salesman for New Century Com-
pany for the past two years.

Owens: Oh, Isee. Well, our job needs someone with experience in sales.
Please send me your resume.

Lin Hua: Yes, when do you think I’ Il hear from you?

Owens: We’ll phone you within a week if you are selected for an inter-




view.

Lin Hua: Thank you for your time.

Owens: Don’t mention that. Have a good day.
Lin Hua: You, too. Bye.

51 H
® .
Ben.
BT T :
< S P
B3
= S

BX 0T :
- S
BR3THr:

TR A

T IT A,

BIF ) RIRAFEMBK T e PHE .

W, RELE,

WP AHH,

AP BB HT ek HHE o

ik,

o, EKOUNTEA, RMME, REETHENEE (FE
Hift) LB &4 A0TRiEN. RABEM LR,
Wik, FURREVENEMY.

HERREE TESRG?

BHE., REFHLAF TAWEREHR,

W, BXH, ROWIERERAHEZRMA, Fu,
Eisse o) ik S, o8

: BRI ARRATEAABIE R,
: MRABEFEK, RIOISE—AAAEE DL,
: wwﬂio

: AER, BIRFE,
: ‘tﬂﬁ{;ﬁﬂﬁo 'ﬁ‘ﬂ;c

EEmEAD), RACEXNTHEEOCHEY:

®What do [ do well?

®What are my points?

@®Why would I like the job?

.Spare-time interests?

@ What is my family like?

®School activities?
@5School subject?



@®Previous work?

@What do [ like doing and why?
@What do I not like doing and why?

HEAE 2

Situational Dialogue 2

FRBAE—HHBNIE, BE—RKATTREDIEFAA,

BRI E TRIE S EER MR e E ., .

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

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

Li Yue: Oh, great. Could you tell me a bit about the position?

Receptionist: You’ d be responsible for answering the phones. taking mes-
sages and greeting guests.

Li Yue: I' d like to apply for that position.

Receptionist: Very good. Please fill out the application, and send it to our
Personnel Department.

Li Yue: Yes, I’ Il do. May 1 leave my telephone number to you so you
could get in touch with me when interview chance is avail-
able to me?

Receptionist: That’ s good. Tell me, please.

Li Yue: 80623289.

Receptionist: Thank you. I'll tell you when and where for interview.

Li Yue: Thank you. Bye-bye.

Receptionist: Bye-bye.
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®Modem Engineering,

@ Require a junior clerk for the account department.

® Apply in writing to: The Personnel office, Modern Engineering No. 321,
Chongging Rd. Shanghai.
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Situational Dialogue 3

XARE (FEAE) LFIEN—-WERIE, teaiTaiEn
EMRERMBARRE, EELERAMBER, RE5REEHHE. —
BHEEREM=ZHEFEET K,

Director: Are you here for the position advertised in CHINA DAILY?

Liu Ming: Yes,I am. I'm very interested in that advertisement about hiring
a compuler program designer, and hope to know a little more
about it.

Director: What kind of information would you like?

Liu Ming: Well, first I would like to know if this position is still available.

Director: Yes, it’s still open.

Liu Ming: Terrific! Then how should T apply for it?

Director: Oh, we need your resume, health report, three photographs
and several letters of recommendation. Would you please send

them to us by next Friday?
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