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Unit One Interview
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[ . Grasp how to introduce one's family, education, hobby. personality,
specialty and know how to get success in an interview.

There are three /four /five people in my family. My father is a worker /lawyer
/doctor /businessman /policeman, my mother is a nurse /teacher /officer /clerk /doctor.

In my spare time, I like listening to music /reading/ doing sports /playing
computer games.

I’m easy-going /outgoing /reserved /hard-working / tactful /responsible.

I’m good at writing/ communicating with others / typing / shorthand.

I1. Learn of what a good secretary should do and what skills they should
have.

1. T can do a secretary’s basic duty, such as answering phone calls, receiving
visitors, arranging meetings, preparing itineraries, typing memorandums and writing
letters for president’s signature. etc.

2. The courses I learned in the school are secretarial principles. office
administration, business English, public relations, etiquette study, psychology.
computer programming, typing, stenography and file-keeping.

3. You'd better can use the office machinery such as the telex machine, the
photocopier, and word processor. know a little how to repair some office machinery by

yourself.
[11. Practise master and the resume.

Learn of the basic form
Grasp the basic language
Simple, clear and show the main points.

[V. Main Drills

1. f&fli ] when, where, what, how “F4% Pk 5E in] ia] 442 vl 31012 .
2. SETEMA) CALHE PR 52 M 5 1 M\ ) L PR i e v MR D
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eg. My key-job should be in charge of writing and revising of documents, which is
just my specialty.

3. BN,

eg. | think you probably have a fair idea about what sort of job you've applied for.

Dialogues

Dialogue 1 Talking about personal affairs

Mr.Anderson is having an interview. He wants 1o learn of the interviewee's
background including his/her family, education. personality etc.
(A: Interviewer B: Mr. Anderson)

A: Good morning. Mr. Anderson. Nice to meet you.

B: Good morning. Take a seat please. Well, [ think you probably have a fair idea
about what sort of job you’ve applied for.

A: Yes. I applied for the secretary. My key-job should be in charge of writing and
revising of documents, which is just my specialty.

B: Good. Firstly, could you tell me something about yourself?

A: What would you like to know, Sir?

B: How many members are there in your family ?

A : Three. My father, my mother and [.

B: How do vou spend your leisure time?

A: 1 read or play ball games when I'm free.

B: Who’s your favorite player?

A: Yaoming. He is my idol.

B: Would you describe yourself as outgoing or more reserved?

A: I'm outgoing. I like keeping in touch with various people and cooperating with
others. I enjoy calling a spade a spade and hate talking in a roundabout way. But I take
my work very seriously .

B: What kind of people do you like to work with?

A: People who are hard-working, tactful and humorous.
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Dialogue 2 Talking about work experience

Miss Chen is having an interview, Let s see how she introduce her experience and
her specialty for her future work
(A: interviewer B: Miss Chen)

A: I've looked over your resume, Miss Chen. [ see you've had little experience
in secretarial work.
B: Yes. I've just graduated from university. [ specialize in English secretarial

studies. But I used to be a temporary secretary in a firm during my holiday.

A: What did you do there?

B: A secretary’s basic duty, such as answering phone calls, receiving visitors,
arranging meetings, preparing itineraries, typing memorandums and writing letters for
president’s signature, etc.

A: What courses did you take in the university?

B: Secretarial principles, office administration, business English, public relations,
etiquette study, psychology. computer programming. typing, stenography and
file-keeping.

A: Well. It seems that you have grasped the basic skills to be a real secretary. But
we have special demands to language. Can you speak any other languages besides
English?

B: I can speak a little Japanese and German.

A: How is your shorthand skill ?

B: 1 can take a dictation in English at 130 words per minute.

A: Can you skillfully operate the computer?

B: Yes. | have NCRE certificate, rank 2. I can skillfully use DOS, Windows, and
Office 2000.

Dialogue 3 Talking about working ability and specialty
CA: interviewer B: interviewee)
A: Do you think you are qualified for the job?

B: I think so. My capability of learning and working, my strong willing of

pursuing outstanding make me the right one for the job.
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A: What are your strong points and weak points?

B: My weakness is that I am a poor talker. I know that’s not good. And I have
tried my best to improve it. But I have more strengths. I'm patient and logical. The
more pressure | have, the better I work. I also like developing new things and ideas.

A: Do you know how to deal with office machinery?

B: Yes. I have experience in using the telex machine, the photocopier, and word
processor. | can repair the duplicating machine by myself.

A: Can you receive and post E-mail and download information through Internet.

B: Yes. I have my own E-mail address. I left it on my resume and make it easy for
you to connect with me

Dialogue 4 Talking about treatment

Do you know what you should learn about your future job, such as your salary,
your working hours and your treatment, etc?.

(A: interviewer B: interviewee )

A: What do you want to from the job?

B: I want to make good use of my specialty, improve individual ability, get
respect from others and get a sense of achievement.

A: What salary would you expect?

B: I am not familiar with your company’s paying system. But I hope I can support
myself .On the other hand, I’'m a new hand in this field, I pay more attention on the
development opportunity you can offer me .

A: I believe we can offer you 1 000 yuan a month at the start except bonus and
overtime pay. Would that be satisfactory ?

B: Yes, Iam quite satisfied. Shall | have “Three-insurances and One-fund™?

A: You will get it after three months’ probation period. Do you have any other
questions ?

B: How about the working hours?

A: From 9:00 to 12:00 AM, and 2:00 to 6:00PM. Our working staff have
3 weeks’ holiday a year including public holidays.

B: When shall we sign the contract if | become a member of you?

A: Tt will be in the late of this month. You must have a health check-up first. We
will notify you later.

B: Thank you. | have no questions.
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A: OK. That’s all for today. It’s been nice talking with you. Miss Chen. We’ll
inform you in writing within one week if you are accepted. Thanks for coming for the
interview. See you.

B: Bye-bye.

Notes

1. My key-job should be in charge of writing and revising of documents, which is
just my speciality.

WA E T LA e FOTR SR T SO, X IF R

key-job F % TAF, key-university T i k2%, which 5 5194 B sk s i85 M A1)

2. I enjoy calling a spade a spade and hate talking in a roundabout way.

WERSERL R, BRI B A .

call a spade a spade J&{Hif, SCiHEU.

3. When shall we sign the contract if | become a member of you?

USRBROR RO — 50 TRV 20 i 2 5 R 2

if 51FHEFREN.

Vocabulary

interview /'intavju:/ . [fijik

probably /‘probab(e)li/ adv B0lfE, I, i
apply /e'plai/ wvi. Hiii§

secretary /'sekrotri/ n. = B

revise /ri'vaiz/ . f&iT

document /'dokjument/ n 2, U

leisure /'li:3e/ n. FWEAE, ik, adi TR, 2k
describe /dis'’kraib/ vt fUik, #5

reserved /rizeivd/ adj. P, PR
cooperate /kau'opareit/ vi. &{E

tactful /‘teektful/ adj. WFEHY, HLELH

qualified /'kwolifaid/ adj. 260, WEAER
specialize /'spefelaiz/ v (in) HM, |05
itinerary /ai'tinarari/ n. fEfE, %4k
memorandum /mema'reendam/ n. & kit
stenography /ste'nogrefi/ n. icd, Mtk
bonus /'baunas/ n W&

notify /'nautifai/ . %
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contract /'kontreekt/ n. 3lal, #4)
interview /'intevju:/ v W, &0

in charge of 1 3{

pay attention &%

be familiar with #7%, g

three months’ probation period 4> H i H it

Exercises

[ . Fill in the blanks with the suitable expression.

(1)

A: @ (HL F4F), MrBlack. I've come for an interview.
My name is Wang Xin.

B. Please sit down, Mr. Wang, @ (IRFEGDEWENR) 1 see
from your resume that you’ve ever been a secretary before.

A: ® (J£[1)). 1 have been a secretary for two years since
I graduated .

B: Why did you decide to have a change?

A: Because @) (I TAERIIBZ A wE A T ).

B: What did you do there?

A: Well, & (IR A EBA TS ), such as taking

dictation. answering phone calls and typing letters and so on.
B: Can you handle report?

A: Yes, 1 know ©) (el B 2l s SRS ).
B: What kind of office machinery can you use?
A: 1 know the way @ CAE ) A S ERHLAN ST Ab PEHL)
B: Very good. We will contact with you within a week.

(2)
A :Can you skillfully operate the computer?
B:Yes. Ican. Ihave (D (HETTHBRESR) |
A: @ CBLL T SEPLERAE ) can you use?

B: I can skillfully use Dos, Windows and Office 2003.

A: Do you have any certificates on computer?

B:Yes, | have @ (o e i et 7 2 AT S VD
A: Do you have any other certificates besides that?

B: Yes, lhavea @ ( BIBF S 55 ESE )
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A: Can you speak any other languages apart from English?

B: Yes, I can. [ can ® (£ H#E) . 1 believe

® CFRHY HEAR /A .
(3)

A : Do you have any questions to ask me?

B: Yes. (D (FREL 0 e ) 2

A: Not often. But sometimes you have to. 2 (IR 2
iy 2

B: It doesn’t matter if it is no more than two times a month. One more thing,
® CH T BA ] — ) 2

A: How much do you need?

B: @ CIRA SREH A BEF 1500 70).

A: 1 think you're worth the compensation.

B: ® CHRANES 2 TR P T 2 4A0) 2

A: A three-week paid vacation a year and you can also get “Three-insurances and
One-fund™.
B: Thank you, Sir. No more questions.

II. Practice speaking with the prompts as shown by the examples given
below.

Example: I'm sorry Mr. Brown. Mr.White is in a meeting until 3:30 tomorrow
afternoon.

Prompt: out of town, Thursday next week.

I'm sorry Mr. Brown. Mr.White will be out of town until Thursday next week.

1. 1 applied for the secretary. My key-job should be in charge of writing and
revising of documents, which is just my speciality.

Prompt: answering phone calls and receiving visitors
arranging meetings and preparing itineraries
typing memorandums and writing letters

2. I read or play ball games when I'm free.

Prompt: listen to music
play computer games
play basketball
surf the internet
3.1 like keeping in touch with various people and cooperating with others.
Prompt: facing the challenge
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making friends
improving myself continuously
creating and practicing

4. The more pressure | have, the better | work.

Prompt: the more experience
The more knowledge
The more chance

[11. Make up some dialogues according to the clues given below.

A: interviewer B: interviewee
Name Mary John
Age 24
Family 3 people, father-a doctor, mother-a nurse
Hobbies pop music, hiking
Major secretary
Courses secretarial principles, office administration,
business English ect.
Experience two years
Personality outgoing and humorous
Reading

To be successful in an interview

Looking for a job is a tough period in a person’s life. To be successful in a job
interview, you should demonstrate certain personal and professional qualities during a
period of 30 minutes. You must leave a deep impression on the interviewers. After all,
you should present your most attractive qualities during an interview.

And the first task in job hunting is the preparation of a fair, selling resume. Itisa
ticket to the job race. A resume usually begins with a short paragraph that summarizes
the major accomplishments in one’s life. The statement should be brief, specific and
accurate. “Well begun, half done.”

Then one should list his work experience, starting with the most current or the
most recent position and continuing in reverse chronological order.

After the preparation for the resume, you should get ready for your interview. You

have to prepare for all of this. You should be perfectly groomed: What about your
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appearance? Is your suit clean? Are your shoes dirty? What about your hair, your
finger nails? If you are a girl, you should apply makeup? You should take off any
costume jewelry, except for one simple necklace or a pair or earrings. Nobody should
wear pants for an interview.

To be a successful interviewee, you should do as follows:

1. Don’t forget to bring a resume with you in a briefcase. If possible, bring
samples of your work, commendations and letters of reference in case the interviewer
asks for them.

2. Care for personal appearance.

3. Pay close attention to your manner of speaking. You should be friendly,
pleasant and modest.

4. Show your self-confidence and enthusiasm for work.

5. You should be flexible, indicating you could fit in other jobs in company that
might be available.

When the interviewer brings the meeting to a close, he usually asks, “Are there
any final questions? " At that time, you could ask some questions about your salary,
employee benefits and vacation time. But you shouldn’t ask too much about those if
you really want to get that job.

After it is over, whether you're successful or not, you should writes a thank you
note to the interviewer. If you didn't get the job, you may ask why. You call the
interviewer and say in earnest, “I know you're terribly busy. If you have any
constructive comments—on my resume or on how I handled myself on the interview-I
would be really appreciated .” If you're lucky enough, you might get an answer and
you will receive the most valuable tips.

Notes

1. To be successful in a job interview, you should demonstrate certain personal
and professional qualities during a period of 30 minutes.
“to be successful” JEahAIA EXMERE, FoanHE, SbavER. X THTHE
EA PRGN, PRRLZAE 30 23 A s th B SRS A FTORITRNE 3 5
2. Then one should list his work experierice, starting with the most current or the
most recent position and continuing in reverse chronological order.
RIGREZF A i TELN, ESEIERHRNE, T (] PR 155 th
HAmZ: ) o
3. You should be perfectly groomed.
“groomed” W H T RIEZ G, MBFHITITL. AN RNZITH
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4. You should be flexible, indicating you could fit in other jobs in company that
might be available.

PRIV i% A e, FBIR] REE G 4w HAL R 1R

5. You should write a thank you note to the interviewer.

PR IZ4 A S EEaHE .

Vocabulary

demonstrate /'demanstreit/ v. KW, ik
preparation /prepareifen/ n ifE#, &
paragraph /'peeregra:f/ n. B, i

summarize /'samaraiz/ v 3%, B4
accomplishment /e'komplifment/ n 5SS, WK
current /'karent/ adj. BRETE  n EH, HiFE
reverse /rive:s/ n MK adj. MR v A
chronological /. krona'lodzikel/ adj. &AM
sample /'seempl/ . A, FE

modest /'modist/ adj. WEHEMNT, HEILA, O
enthusiasm /in'Bju:zisezem/ n. Huls, Huff, FRHE
flexible /'fleksabl/ adj. FEWIH, RiGH
constructive /kan'straktiv/ adj. ¥R, HEEHER
comment /'koment/ nd&vi Fit, iR
appreciated /o'prl:jieit/ v KB, EH, B

leave a deep impression on i FIZIEI %
except for F---ee-db,
incase fRi: fBf5

Exercises

| . Choose a suitable word or phrase to replace the underlined one.

1. Looking for a job is a tough period in a person’s life.
A. hard B. pleasant C. difficult
2. To be successful in a job interview, you should demonstrate certain personal

and professional qualities.
« A. show B. act C. take part in



Unit One  Interview sif] s

3. He was astonished by the current news.

A. in common B. of the present time  C movement

4. And the first task in job hunting is the preparation of a fair, selling resume.
A. equal B. average C. good

5. Her drawing won a commendation from the visitors.
A. praise B. criticism C. appreciation

Il . Read the passage carefully and check your understanding by doing the
multiple choice exercises.

1. How can you be successful in a job interview?
A. You should show your certain personal and professional qualities in a short
time.
B. You should care about your out looking.
C. You should bring a carefully designed resume.
D. All above
2. What's included in a resume?
A. summarization of one's major accomplishment and working experience
B. education background
C. personal information such as hobbies etc.
D. All above
3. Which of the following is not true about a good resume?

A. brief B. specific C. accurate D. detailed
4. What should a good resume be like?

A. brief and specific B. specific and accurate

C. brief, specific and accurate D. brief and accurate

5. How to express your thanks to the interviewer?
A. write a thank you note B. have a phone call

C. call on the interviewer D. visit the interviewer
Listening
(A: interviewer B: interviewee)
A:Wouldyou  me something your family?

B: There are five in 'rny family, my grandparents, my parents and 1. My
grandparents are retired. My father works in a bank and my mother is a business



