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Job Application and Interviews
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Useful Sentence Patterns

- €@ Job Description

~ 4 | was wondering if you are hiring at this time?

BAAERNMERNREHA?

& | was referred to your company by Tom.
RO B BRBVRNIA R

& According to Tom, you have a position for an Account Representative
open. '
EHWE, FITXERE NS IFRENBRA R,

4 Could you tell me a little more about the position?
WA LSRR KX T RXANBRALA — R 41T ?

¢ I'm caliing about the job you advertised in this morning’s paper.
AR AEARAT T B AE A BARAR B TAE.

¢ I'dlike vto make an interview time with you as soon as possible.
A AR R ARERARAIZ A B 1B T %

L 4 I’m’really interested in catering trade. Would you please give me a
chance for interview? :
B BRVERRE NS, EAETUAR -NHRANILE?

¢ Could you tell me if you have an opening for a secretary?
VREE T S TR IRARATTIX A B 15 BRAL 4 25 5k 1 2

@ Did you find us OK? Not really, you give very good direction.
WATA LR REAME, FRE T RBEFOHES .

€ | have come for an interview as requested.
TR KRS K.
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- Self-introduction

€ Nice to meet you. I’'m Li Ming.
MENRR, KEFH.

€& I'm Li Ming and 1 live in Guangzhou. | just graduated from Sun
Yat-Sen Universtity located in Guangzhou this year. My major is
English and | can speak French, Spanish and a little German as well.
REZ, FAE M. SERRIEL T Mg Lk, EBRL, T
HBRAWIE . T O — 4483,

4 I'm Andy Wang and | come from shanghai. | was born on Oct. 3",
1980. Two years ago, | graduated from Tsinghua University. | majored
in International Trade. | am very interested in travel and reading.

WO Faci, k8 big, H4ET 19804 10 A 3 H. BEMRELTHE
X%, EBEEFRS. R0 ENRERE L. |

& As for my personality, | think I’'m very honest and | had a strong sense
of responsibility. In general, I’'m very easygoing, but | get very serious -
and cautious when | work.-

MR HTH, REBECE-NHBRANEATEEMA. BMAKHRE, RIR
A, {B7E TYERMAHMRBBIAE, IR IEE,

€ I'm a curious person, and | like to learn new things.
BRER-ARWBEETLOHN, EREIFEEY

& | think I'm reasonably optimistic by nature.

BRBRRERMEI SR

€ I'm quite hard-working, responsible, capable and outgoing.
REBAHCEAN THEHE. 5. 8T, mMASHKA.

4 | am self-confident and optimistic. When it comes to work, | always get
the job done. Because I'd like to be thought of as someone who can
be trusted.

RENBEXFMBN. £ TEHE, F—mEESTHIEw.
A R AT LMEBAIA

[

HBEERK



- €@ campus life

€ | graduated from Tsinghua University.
TN THEEKE.

€ | got my MS in biology at the University of New York in the United
States. AEXEAAKRFIE T LY AL F40.

€ | took computer science as my major.
BEBITEIRE.

¢ | like English most, because I'm fascinated with the pleasures of
learning language.
BEFEHEET, BREEABR ETHIEFTHRS.

€ Most of my grades at school were above average.
B K s # 2 EAKF.

¢ | was a member of school’s basketball team.
B RRERRAR— 57

€ | joined a social club. | think that, although my most important job is to
study, social life is also very important for character development and
gaining administrative experience. | gained these skills by
participating in the club, which made me more confident about dealing
with people.
BB T HAZERL. BUIFIBREEEMLS, HHZEENTA
AEBAKATHRERINEEFEEN. RBELTSMXMERBIRET
— B RE, FRELATEAGFRHTHERRFE L.

‘ | have received a computer operator’s qualification certification.
KRG T W BRAEES.

€ | got the university scholarship in 1996-1997 academic year.
8 3R75 1996-1997 EER K ¥ &,

€ | won the first place in the English Song Contest in 2002.
A 2002 FFIRAE T FIEH N KNEHEE .
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-€@ Work Experience

€ | was a librarian in the Iibrary of my university.
HUARTHAAE I TATK 2 BB HEE H 5

€ | was hired by a cyber café to look after a counter.
BYZET - KMEMEET, 7A5ES /R ITE.

€ | decided to be a tutor as my part-time job when | was a college
student. & KZEMIER, kR EEBITE A RAHRRTAE.

& At present, | am employed by a food processing factory on a
temporary basis. B, RE—HEMMI) =& T,

€ I've worked at a publishing house for more than five years.
ROLEHBRME TEETILET .

-@ Interview

€ Thank you very much for your time. It’s nice meeting you.
JEH R e A REIR . REMARE

& Excuse me, when should | contact you regarding your decision?
W, WEHKRE, A4 rET MRS ?

@ Thank you, sir. | hope to hear from you as soon as possible.
iR, %S4, RAERREIIEREIR.

€ Thank you for the opportunity to interview for the position.
i SRR X XE RO

€ Thank you fro taking time out of your busy schedule to interview me.
S E 2 P B R R

& Thank you for your interview with me, madam.
FEEBPENROER, Kt

& Do | need to take a second interview?
REFERTE ZRERG?

@ | just wanted to call and thank you for the interview for secretary



X8 v 3 R #AR (TR

position the othei’ day.

FAT L E R U JLR B Lk B T RR 15 XA ERAL

Word Bank

vacancy / opening’ g 3:E 0
bachelor’s degree FEFE
master’s degree A+ F A5
doctor’s degree W Fia
major +, £H54E
certification iEH
scholarship X FAe

. tutor KEHIP
strength k4, HE
weakness 5.8, #.5
extrovert A-HshE A

introvert , ANHER E A

.. Situational Dialogues

Conversation 1

Lee: Good morning!

interviewer: Good morning. Have a seat, pleése.

Lee: Thank you.

Interviewer:  Was it difficult getting here?

Lee: Not really, you gave very good directions
Interviewer:  Could you tell me your name and interview number?



Unit 1 Job Application and Interviews i

Lee: " My name is Lee, number twenty.

Interviewer:  Please tell me something about yourself.

Lee: 'm Lee and | come from Guangzhou. | was born on
October 3", 1980. | will graduate from Zhongshan
University this July. | majored in business English. | am
very interest.ed in travel and reading.

Conversation 2

Interviewer: What was your favorite subject?

Lee: | like English most, because I’'m fascinated with the pleasure
of learning languages.

Interviewer: How did you spend your time outside classes?

Lee: | spent a lot of time reading and listening to music, especially
pop music. Sometimes, | went to parties to make some new
friends.

Interviewer: Were you very active in college?

Lee: Yes, | joined a social club. | think that although my most
important job is to study, social life is also very important
for character development and gaining administrative
experience. | gained these skills by participating in the’
club, which made me more confident about dealing with
people. ‘

Interviewer: Do you plan to go on to further education?

Lee: Yes, | plan to get my MBA, but before that, | prefer to get
some practical work experience.




| RiEuERRE (T

Conversation 3

Lee:

Interviewer:
Lee:
Interviewer:
Lee:
Interviewer:

Thank you for the opportunity to interview for the position
of secretary.

You are welcome.

Do | need to have the second interview?

I will call you next week.

Thanks a lot. | look forward to hearing from you. Good-bye.
Good-bye.

Act Out

Sample Dialogue 1

Office clerk:
Applicant:

Office clerk:
Applicant:
Office clerk:
Applicant:
Office clerk:

ABC Trade Company. May | help you?

Yes, I'm interested in the job you advertised in yesterday's
newspaper. Is it still vacant?

I'm sorry, the job is taken.

Oh, so quick?

Yes, you should have tried earlier.

| see. Thank you.

Better luck next time.

: Suppose you are an applicant, and you want to get a job.

Make a dialogue after the sample dialogue.
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Sample Dialogue 2

Interviewer: Do you have any questions you want to ask?

Applicant::  Yes, I'd like to know if there would be any future
opportunities for specific training.

Interviewer: If necessary there will be. Any other questions?

Applicant: When will | know your decision?

Interviewer: We would give you our decision in a few days. How can we
get in touch with you? ,

Applicant: | can be reached at my office during work hours and at
home in the evening. My office phone number and home
phone number are in my resume.

Interviewer: Thank you for your interest in our company.

Applicant:  Thank you, sir. | expect to hear from you as soon as
possible. |

Interviewer: Would you please let the next applicant come in on your
way out? |

Applicant:  All right. Goodbye.

: Suppose you are an applicant, and you want to get a job in a
big company. Make a dialogue after the sample dialogue.

Sample Dialogue 3

Robert Jones: Come in, Miss Chen. I'm Robert Jones. Please sit down.

Mary Chen: Thank you. '

Robert Jones: I've looked over your application. | see you’ve got some
'experience in secretarial work. Can you tell me something
more about your experience?

Mary Chen: Sure. | have been working for Outstanding Corporation as



X380 38 KU #AE (FH)

Robert Jones:

Mary Chen:

Robert Jones:

Mary Chen:

an English secretary for the past two years, and I'm quite
familiar with office work. Besides, | have a good command
of English, Japanese and a little Spanish.

So what kind of work were you doing at your previous
employer’s company?

| was in charge of the office in a general way. | supervised
two other girls and also took care of the company’s
correspondence.

| see. Now I'd like to try you out. Here’s a computer. If you
don’t mind, please listen and type out what I've read on it.
And then print it out.

No problem, sir.

(Proceed to trying...)

Mary Chen:
Robert Jones:

Mary Chen:
Robert Jones:

Mary Chen:

Here you are, sir.

Thanks. Let me see. Well, well-done. No mistakes and
very fast, too. | think you are the one we want. So when
can you start to work?

How about next Monday?

Great. | hope you’ll enjoy working here. See you next
week.

Thank you, Mr. Jones. Goodbye.

: Suppose you are an applicant, and you want to get a job as a

secretary. Make a dialogue after the sample dialogue.
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