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Text

Read In

* Do you know what to do before you apply for a job?
* Have you ever written a resume?

* If you are of fered more than one job, what will you do?

How to Apply for a Job

Remember that employers generally prefer to take on one person for the whole long period
rather than have several people for short periods. If you are able to work for longer than the mini-
mum period quoted, you are more likely to be offered the job.

Most employers like to make their staff arrangements in good time, so try to apply early but
never earlier than the date mentioned in the job advertisement. If you decide quite late to look for a
job, write to several employers. Positions continue to become vacant as people leave for various rea-
sons, and if you write to several firms you will probably be successful. ‘

Before applying for a position, check that you fulfill all the requirements as to period of work,
age, and qualifications.

Compose a short letter explaining which position interests you, why you think you are suitable
for it, and the maximum time you are available. If possible, type this letter, if not, take care to
see that it is legible.

Enclose with your letter a standard resume, covering the following points and any others you
consider relevant. _

a.Personal details (name, address, telephone number, nationality, age, marital status).

b. Subjects studied if you are a student, otherwise your present occupation.

c. Relevant qualifications and previous work experience. Enclose a small recent photograph of
yourself. v

Employers are more likely to reply promptly if you enclose an stamped addressed envelope
(s.a.e), or, if you are applying from abroad, an international reply coupon.

When a job is offered to you, check details of wages, hours, and the conditions of work with

the employer. The details in the information sheet are supplied by the employer and are normally
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correct, but it is wise to obtain confirmation of them before accepting the position.
If you are offered more than one job, decide quickly which one you prefer and inform all em-

ployers of your decision as soon as possible.

(318 words)
New Words

minimum/ ‘'minimom/

quote/ kwoaut/

staff/ sta:f/

arrangement/ a'reindzmant/
mention/ ‘menfan/

vacant/ 'veikant/
advertisement/ ad'va:tismant /
fulfill/ ful'fil/

qualification/ kwolifi'keifon/
compose/ kom'pauz/

maximum/ 'meeksimom/

available/ a'veilabl/
legible/ ledzibl/

enclose/ in'klouz/
resume/ ri'zjum/
relevant/ relivont/
nationality / nzfs'neelati/
marital/ ‘meerital /
occupation/ okju’peifon/
promptly/ ‘promptli/
coupen/ 'ku;pon/
confirmation/ ;konfa'meifan/

inform/ in'form/

Phrases and Expressions

prefer to...rather than...
take on

be suitable for

adj. B/PHY, BAKE

n. B/ME, RAKR
v. 5IH, T4
n. KRR
n. B3, R
n. ®%, B

adj. 2, TERE, ZEH
n. I8

v. WA, BfT, %M

n. YK

v. AR, BIF

adj. BKHY

n. BKRE, BKE
adj. PRI, ARG
adj. BB SN, BHH
v. KEHEF

n. TAMH

adj. HRHY

n. E#

adj. WEHEH

n. LfE, FlL

adv. TEH

n. FiE, flE 8

n. WMEZE, AT

v. EH

SRR
20, WMAH, AH#H
EBEF



as to *F
take care EE, /PO

Notes

1.Remember that employers generally prefer to take on one person for the whole long period
rather than have several people for short periods.

i, RE@E KB A, MAREHREHILNA

2. Enclose with your letter a standard resume, covering the following points and any others
you consider relevant.

BEfE R A — O PR MR BT, P A THE X S U XM RN RAAXME R,

enclose with &2— 1~ & & BL, A # “enclose with your letter a standard resume” $L4H 24 F en-
close a standard resume with your letter, enclose sth. with sth. Y%, BN T F4E 8 F4H

3. Subjects studied if you are a student, otherwise your present occupation.

MRVRR—Z%FE, WHP R AERTERE, TN, NAHEKE TR IR

studied &3 F 43R VE 5 B B 15, FI KRB 417 subjects.

Exercises

I .Fill in the blanks without referring to the original text. Then check your answers against the

original. After that, read the passage aloud until you can say it from memory.

If you want to get a job from some companies, you should know how to for it. Be-
fore applying for a position, check that you fulfill all the as to period of work, age and
qualifications. If possible, type a to explain why you choose this job. It should include
your and other information. When a job is offered to you, check details of
wages, hours, and conditions of work with the employer. If you are offered more than one job,

you should make a decision.
IL . Answer the following questions according to the text.

Generally, what kind of persons do employers prefer to take on?
If an applicant decides quite late to look for a job, what should he do?
What does the word “legible” mean in the fourth paragraph?

What should your resume cover?

WV A W N =

If you are offered more than one job, what will you do?



I . Fill in the blanks with the following words or phrases. Change the forms if necessary.

be suitable for as to mention take on fulfill minimum
inform compose vacant prefer to resume available

1. This price is her , she refuses to lower it any further.

2.There is a place over there where we can park.

3.1 wasn’t of the decision until too late.

4. He chose Spain, but personally, I’d go to Greece.

5.We’ ve decided to a new clerk in the accounts department.

6.1’ m sorry, sir, those shoes are not in your size.

7.He’s very uncertain whether it’s the right job for him.

8. She the job.

9. You never that your wife had had the baby!

10. This company should be able to our requirements.

N . Complete the sentences with the proper forms of the words given in parentheses.

1.Let’s (arrangement) a meeting for next Friday.

2.He is always (promptly) in answering letters.

3. People on low incomes may (qualification) for a special heating allowance. !
4. Could you give me some (inform) about flight to Cario, pléase?

S. What you say has no (relevant) to the subject.

6. The president spoke on radio to the (nationality) .

7. The new evidence (confirmation) my opinion that they are lying.

8. After many years, our plans have come to (fulfill) .

9. The old timetable has been (available) yet. Get a new one.

10. Can you see what his note says? His writing is almost (legible)!

V . Translate the following sentences into Chinese.

1. If you are able to work for longer than the minimum period quoted, you are most likely to be
offered the job.

o

2.Before applying for a position, check that you fulfill all the requirements as to period of

work, age, and qualification.

o

3. Positions continue to become vacant as people leave for various reasons, and if you write to
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several firms you will probably be successful.

4. If possible, type this letter, if not, take care to see that it is legible.

o]

5. When a job is offered to you, check details of wages, hours, and the conditions of work with

the employer.

M . Put the following sentences into English.

1. BB EARLFE. (inform)

2. XM AR R ENRELFARITAMBINLLUBIT, (fulfill)

3. RIMNBERNWFREE ZOTHPEHELEI, (available)

4. THULH RITA AR AR . (occupation )

5. WBAAERN N HFELEMHTERH. (qualification)

Grammar

Attributive Clauses TEiBM 1G]

(1) EENBEESHPIEEIE, B R ERFRAAE, BB &R RAFF N ET
W BEMNAREEBRAELETHEZE, BXERIARXRZRAGIH,

» X £ LA (relative pronouns) B2 B35 B¢ XA B #5R 037, (H51 S B N8 % 4T
W EEBMAFRYEF . RIFHRIB. FHMXERERIAHE who, whom, whose, which,
that,

o X Z B (relative adverbs) AR B L S RBH S ETANXRR. EEBENG S
fERE, ¥ HAMXRZBIFEA when, where, why,

(2) EBBENAIT]S PR E AR B R
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@ BR & ¥k <€ 7% M\ B] (the Restrictive Attribute Clauses) ¥t 51T iHER E1ERH, HREE, £H
EEAEAHHBELENFEEE. REEEENDEETRZARTHESREIT.

@ FERR & H: € 38 M ] (Non-restrictive Attributive Clause) R Xt 554717 8 —FR B I i% 8, &=
BETORSEWDENTE, EERTHZEERBESRIT. “tha" M“why" NS FI R
EVEEIBNA], 7E which, as 5| SRR EERB BN T F, XFRMRIA which, as ATHRAHTE £
¥,

(3) FREENAE N ERL T —3I0,

O fEEREIER, XA LA,

#i4m : The woman (whom) you saw a moment ago is our English teacher.

This is the town (which) she was born in.

@ XRARFEBENFEERBI, NEEAHE

4 ; This is the town in which she was born.

@ MiAEHE X ARRIFREER that 3% who, REEFA which B whom,

#5140 : The man with whom she worked was a bit strange. ‘

The question about which we had had so much discussion was solved at last.

@ WMBEFTEN all, much, anything, something, nothing, little, none H R ER A, X R
fRia— M R A that, A whicho

M ; There is little (that) we can do about it.

® MBETRIGEBFBEHRLRK first, last, any, few, much, no, some, very F#{f,
X ZARIA ¥ that, R which, who B whom,

#5140 ; She is the only person that was invited to make a speech at the meeting.

VI . Choose the best answer from the four choices.

1. The world in we live is made of matter.
A. which B. where C. that D. what
2. This is the baby tomorrow.,

A. after who I am going to look B. after that I am going to look

C. when I am going to look after D. whom I am going to look after

3.The TV play I watched last night is the best one I have seen this year.
A. when B. which C. that - D. what

4. We all remember the days we studied together at school.
A. which B. that C. where D. when

5. Tell me the reason you didn’t finish your homework yesterday.
A. how B. why C. which D. because

6. Susan is the woman husband is in hospital.

A. her B. of whom the C. who’s D. whose



7. Atlanta is the city the 26th Olympic Games were held in 1996.

A. atit B. where C. on which D. in that
8. He talked a great deal about the people and places __ had made a deep impression on
him.
A. which B. that C. who D. whom
9. The letter is from my sister, _________ working in a big company.
A. sheis B. who are C. thatis D. whose husband is
10. He has read almost every book on history _________ he could borrow from the library.
A. what B. who C. that D. where
11. 1 took my friend to the Great Wall, _____ we had some photos taken.
A. where B. which C. that D. there
12. It rained hard yesterday, _______ prevented me from going to the park.
A. when B. which C. it D. that
13. we know, smoking is harmful to our health.
A. That B. Which C. As D. What
14. Alice received an invitation from her boss, came as a surprise.
A. it B. that C. which D. he
15. Living in the central Australian desert had its problems, obtaining water is not
the least.
A. for which B. to which C. of which D. in which
16. was expected, the response to the question was mixed.
A As B. That C. It D. What
17. The woman for he was waiting came from Canada.
A. who B. whom C. that D. which
18. I have many friends, someof ______ are poets.
A. which B. them C. who D. whom
19. All has to be done is to press the button.
A. which B. what C. who D. that
20. The farmer used wood to build a house to store grains.
A. in which B. in that C. which D. that



Read More

Passage One

How to Behave at a Job Interview

Before attending a job interview, the applicant should, first of all, get familiar with the re-
quirements of the job and the conditions of the company. The fact that the applicant has taken the
trouble to inform himself proves that he is seriously interested in the job and in the company. It al-
so enables him to answer wisely the questions that are often asked: “Which of your past jobs did
you like best?” “What sort of work do you do best? ” or “Describe one of your weaknesses. ” The
job seeker can then describe the work, the interest, or the “weakness” that might be an asset in his
new occupation.

It is a very difficult task to display oneself to a possible employer: one must not be too modest,
since it is essential to show one’s good points and experiences. But bragging doesn’t make a very
good impression. One thing is certain: interview time is a time for honesty. “Don’t lie, ” says a
personnel manager, “don’t try to hide past problem and failures, like poor grades in school or a job
that you have lost through your fault. ” The interviewer may already know anyway, and the candi-
date would be caught lying instead of gaining points for honesty.

The interviewer is not necessarily discouraged by a past failure, if he likes what he sees. He is
trying to discover not only the professional worth but also the character of the man or woman he is
meeting. What kind of person is this? Will the new employee be easy to get along with or will he
cause problems in the company, in the office? The employer doesn’ t have much time to decide, the
information he gets from the resume is limited, and many personal questions are illegal. Therefore,
he must rely on his own observations of the applicant, his gestures, what he says and how he says
it. Everything counts.

While the examination is taking place, the job seeker should remember that he too has to be
curious. It is even recommended to ask some serious questions about the job, the company, the fu-
ture. If the questions are intelligent, they will impress the interviewer favorably. Besides, the ap-
plicant needs to find how he feels about the interviewer, the employees he has seen, and the build-

ing itself. He may conclude that he doesn’t want to work there at all.
(401 words)
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New Words

behave/ bi'heiv/ n. #3, XHR
applicant/ "aplikent / n. HIEHE, NIEHE
enable/ i'neibl/ v. [EEEM
describe/ di'skraib/ v. ik, fuk
weakness/ "witknis/ n. B, B
asset/ ‘eset/ n. W=
display/ dis'plei/ , v, BY
modest/ ‘modist / " adj. HREH
brag/ breeg/ v. BK, K4
honesty/ onisti/ n. WE,EHE
candidate/ 'keendidit / n. {BEHEE, NikHE
discourage/ dis'’karidz/ v, B, FEREEE
illegal / i'li:gal/ adj. REBEH
observation/ obza'veifon/ n. WE
gesture/ "dzest[o/ n. FH,E&H
recommend/ ;reks'mend/ v. e, HF
intelligent/ in'telidzont / adj. WM, BAEN
impress/ im'pres/ v. BTEIR, FE3h
favorably/ ‘feivarabli/ adv. WEH, B
Phrases and Expressions
first of all Bk
get familiar with A%
rely on e
not. .. at all — R JLER
make a very good impression HETHIFHER
get along with HEFRIRA], AH 4bF0 B
VI. Read the passage carefully and decide whether the statements are true or false.
( ) 1. Before attending a job interview, the applicant should know very clearly whether his
qualifications meet the needs of the job and the conditions of the company.
( ) 2. The job seeker can’t talk about his weakness.
( ) 3. You must brag yourself in front of a possible employer.
( ) 4. You may not be upset about a past failure if the interviewer has already known.

10



( ) 5. The employer has enough time to decide and he will ask some personal questions.

K . Fill in each of the blanks in the following sentences with a suitable preposition or adverb.

1. First all, let me say how glad I am to be here.

2. Idon’t get familiar the taxation laws here.

3. Are you interested football?

4. What sort music do you like best?

5. You should be working instead lying there in bed.
6. Do you get along your aunt?

7. 1 got a letter her yesterday.

8. You can’t rely the weather.

9. Answer three out of the five questions the maths.

10. I don’t agree with you all.

Passage Two

What Employers Look for

In general, employers are looking for two things in job applicants: proof that a candidate can
handle a specific job and evidence that the person will fit in with the organization. Too often, em-
ployers are most concerned with the candidate’ s experience, but communication skills, enthusi-
asm, and motivations are close behind.

Every position requires specific qualifications. When you are invited to interview for a posi-
tion, the interviewer may already have a fairly good idea of whether you have the right qualifica-
tions, based on review of your resume. But during the interview, you will be asked to describe
your education and previous jobs in more depth so the interviewer can determine how well your
skills match the requirements.

Another consideration is whether a candidate has the right personality traits (37F) for the
job. Each job requires a different mix of personality traits. The task of the interviewer is to find
out whether a candidate will be able to do the job comfortably.

In addition to determining whether the applicant has the right professional qualifications and
personality for a particular job, the interviewer must decide whether the person will get on with the
other people in the organization.

Every interviewer approaches this issue of “fit” a little differently. Physical appearance is often
a consideration, because clothing and grooming reveal something about a candidate’ s personality
and awareness of industry standards. Apart from noticing a candidate’s clothes, interviewers also

size up such physical factors as eye contact, handshake, facial expressions, and tone of voice.

11



An interviewer might also consider age in deciding whether an applicant, will fit in with the or-
ganization, although job as against the middle-aged is prohibited by law. If you feel your youth
could count against you, counteract its influence by emphasizing your experience, dependability,

and mature attitudes.

A candidate’ s personal background interests, hobbies, awareness of world events, and the
like ... is also regarded as an indicator of how well the person will fit in with the organization.

(331 words)
X .Choose the best answer from the four choices.

1. Too often, which are employers most concerned with
A. the candidate’s communication skills B. the candidate’s qualifications
C. the candidate’s experience D. the candidate’s enthusiasm

2. Which of the following statements is true ?
A

Before the interview, the interviewer may already know whether you have the right
qualifications.
B. During the interview, you may not describe your work experience.
C. Your personality traits are not made into consideration by the interviewer.
D. The employer will ask your personal questions to make his decision.
3. From the passage, we can learn that the interviewer should
A. find out if an applicant has the right professional qualifications.
B. have a good idea of whether an applicant has the specific personality for a parficular job.
C. decide if an applicant will get along with the other workers.
D. A, B, and C.
4. It can be inferred from the passage that besides a candidate’s clothes, interviewers should al-
sO notice .
A. appearance B. handshake C. height D. sex
5. This passage mainly tells us that
A. How to prepare for an interview
B. What you should pay attention to when writing a resume
C. How to sell yourself
D.

The matters that employers will look for in job applicants.
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Practical Writing

Letter of Application 3KHER{Z

ERBUFH EHRSFBRE RN L, EX 7 HEECR—MEBRSRIAL. BIFA S W
RETERER VAN BT RAZH .

Useful Patterns

1. Refer to advertisement

e With referer_xce to your advertisement in the Morning Post. . .

¢ [ would like to apply for the post of Assistant Manager.

* | have seen your advertisement in the newspaper and I am interested in applying for the post of
Secretary to the Sales Manager.

¢ 1 am interested in your advertisement for an Export Sales Manager.

* I should like to apply for the position of . ...

2. Describing your experiences

* As you can see from the enclosed curriculum vitae, I have had long experience in different
fields.

¢ In my last job the administrative side was extremely important and I learnt to work under pres-
sure.

* In my last job, there was a lot of using computers.

* In my present job, public relations is a very important aspect and I run the office independently.
3. Reasons to choose the new job

* However, although I like my present job, I would now prefer a post offering more responsibili-
ty/ chances of promotion.

* I’m happy in my present job. However, I am now- looking for a post where I can use my
knowledge of languages.

* I now feel I should like the greater challenge of managing a group of hotels.

* I’m delighted to have the possibility of employment with a company where I can use my finan-

cial knowledge.

13



