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PERR Bk (qualification) FERIEE TN FL (M 40F, —MEEAR: PERI. 42l . 207,
Bifie. M. SRS, RIS PE, SRR U AR S BRI,
A CRAE 2RI . Bl

Sales Assistant

Above 2 year’s international trade experience

University graduate majored in Business English

Good command of PC

Adequate English

Male, age 25-30

“Male, age 25-30 (25—30 [ 5PE) 7 Jxd WIS PERIANERE T I 2R, T 53R
WL HERf: “ Adequate English CHAG—EJEE/KCT) " oxf VI JeiBih 5 68 ) 7 A 2EK,
W E RIS, T RO Y FAA R, Bl i K S SR S S s REREA T ] R
bRy RTINS SN T AVA L=l DR Sl NS Sl oY1 K = = I =S A Y Y V3 A P AT VA

TAEHRTT (job responsibility) sEFEFANE A FLEFHIE) 5 d,  SUZHRAL BT 75 07 5T I ER
SN ARAEH ], AT SRERE AR A IR &, VAL A O 1 B & SOX ST 55 1 g
(ZIF

Job responsibilities  (Sales Representative)

Actively grow curtain business by launching new products

Prepare sales report to superior on daily, weekly & monthly basis

Gather market intelligence

Find solutions to clients’ enquiries and problems

Co-ordinate with clients and various departments to ensure customer satisfaction

Conduct sales calls at potential/existing clients’ place to establish rapport

Participate in trade shows and events to increase market share

TAERRTT A LUJG RIS 2 AR A, e I S 2 25 B 1 A 25 I S 1) S, T L,
B BEIN A5 AN R 5 2, BB, AN, BRSO 1k

SN
#$ % 1 Components of English Recruitment Ads
FAE B 4 W A B

1. FHEHALI4FR (The Name of the Recruiting Unit)
K FREMIRAEE AT, HERRON R, PRSI ECH B (ad. heading) o 41

Avon (Shanghai) Company Limited AT A R A ]
Amway (China) Daily Necessities Company Limited LEZH (PED HHWSE
{r /N
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* AW, 78] E IR (at the beginning of the ad.)

PepsiCo (China) Co., Ltd. is the wholly owned foreign enterprise under PepsiCo Inc. ...

PR A R w1 R R A R E R ARE AR B A e

* AR, fE)E SR ARHLEEF (in the address at the end of the ad)

We invite your application both in English and Chinese together with recent photograph
to:

Yuehong Trading Limited Company

PaoJiang Industrial Zone

Shaoxing, 312000

2. AT ARE (The Logotype of the Recruiting Unit)

ABSLANIES, AR S i A FlbR R, — SBOBE RIS b ) i
2, ABA I WA TR ) 3L . 51

g

R
NIKE
i 5, 23 )

3. AL A (The Brief Introduction to the Recruiting Unit)

BB I> T EGE ANVREAT ) EAL, DU LESRIPUE S AP AT A T i

Example 1:

Krupp, one of the top ranking German Industrial groups, active in Mechanical
Engineering, Plant making, Fabrication, Steel and Trading, is now widening its business in the
People’s Republic of China.

O A A4 ARSI AR A R, ANHHUARERE . et ilid . ek 4
BRI KA G NS BUEAEY KA A RAE A NI k55

Example 2:

We are a leading international manufacturer and marketer of textile products based in
Europe. We will be establishing our first representative office in Keqiao and commencing its
operation in September.

TV —F AR E ST i E B KA ], SRR R o FATTRAE R B
SR AMERAE, IR T 9 AT aRIE .
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4. BHEPHRAL (The Job Titles Being Offered)
VE W RAR B SR, AT S AT DN A R A — P
BRI, IS ASH IS I ERAL AR AT TR AE I S OAR .

Job Opportunities: Typist & Office Clerk LS FTF R A ER T
SECRETARY WANTED FHIEFATS

SALES MANAGER NEEDED IMMEDIATELY  Suigyesse s

Job Opening for Finance Assistant JUF 55 Bl B A 2 i

WA Z AT, FRIE 5 v DO
Vacancies (A7)

Marketing Manager (Ref. 001)

Quality Manager (Ref. 002)

Human Resource Manager (Ref. 003)

Job Responsibilities ( TA/EHRT7)

-- Ref. 001

-- Ref. 002

-- Ref. 003

AT LU RE 24

(1) Computer Programmer (CP)

Responsibilities / Job Duties:
Qualifications / Requirements (3 I FE 4% f2 B3k )

(2) Production Manager (PM)
Responsibilities / Job Duties :

Qualifications / Requirements :

5. TAEMIENTT (The Job Responsibilities)

AR ER DT FLAAR G ] 2 R IR N AR AH () AT 45, DMELESRIRE I T A 2
A8 AR T A

Example 1:

Job Duties/Responsibilities

Office secretarial and administrative services to ensure smooth running of our
representative office.

General office routines such as filing, computer operation, personnel information, etc.

IjZEEF\%

S

o DARAEFRATA AL (I RE £F: o
Vﬂﬂﬁ%% WSCAFVARS . AR ERE . NS BURMRE A5
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Example 2:

Specifically he will be responsible to the General Manager for: CEfX 28 BEEAR 6 7))
Locating and Appointing High Caliber Staff SHIFIH ey s IR
Terms and Conditions of Employment T 4 A

Career Planning T TAETH&

Training Hll A T

Labor Relations P57 TR A&

6. NI ZE k% (The Qualification for Application)
NHS I BEARS, BINES A ESR, WX IS EAEER . Fie. 1. &k, Rk

. AMEL Ay B HAR SR . H ] Qualification, Requirement 253 155k 4%
B il
Qualification:
(1) University graduate majored in International Trade — K2=AF}E 551 7 Lk ek
(2) Above 3 year’s international trade experience 34ELL E5 5 MK
(3) Supervisory experience a plus HERERRHE
(4) Computer skills Bt Hpl ke
(5) Experience working with foreign companies AAEESNA F TAERA])
(6) Proficient in English and Mandarin RE Gz FH gl Al 1h
(7) Good at developing new business relationships T REHINL S R R
(8) Personal confidence and aggressiveness a must WA A Do AE L
(9) Traveling within China a must WA N 2
(10) Mature, dynamic, honest AR, RSB, AN

K

7. #4458 (The Remuneration Being Offered)

FEE AR T BTG S0, W RRE 8 R AR AT LU S .

We offer an attractive salary package, fringe benefits and opportunities for career
development.

FATHR B IE M LT . ARAIAN R A7 RPN el 2.

All positions offer highly competitive salaries, medical benefits, bonus and of course,
excellent training and career prospects.

AT AR FRAG SRR S ) I E%E . By P A FIRIAE A G, 240K, AT RAFI S
YIRTHRME R 5.

We have career opportunities in sales: fully paid training, base salary & commission, sales
incentive / bonus, car allowance and benefits package.

AT NGB L2 AP FRE I SRR TR B8 S e, %
AN L I

New Words and Expressions

1. fringe benefits (LBEAMK) ANFULE, FINAER] O EAE T BEAMA IR AR
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DLV ERAL G, AR S . IR IRATEIG . B H TR A RREIREGSE)

2. remuneration  n. R
8. MWIE[¥)Jrvk (The Ways of Application)
NS 7 R 2R, Gl RS . Rt AR AT I A AL

i LB S I AT (107 SR BN AT . B BV AN A A R S 5 e A
MR SEBORHN, RIS Ay A AE N5 R . Bl .

Successful applicants will be required to send the resumes together with a recent

photograph and a contact telephone number to:

Office manager

Shaoxing SaGa Textile Co., LTD.
Room 706

Rongda Building

Keqi Industrial Zone

Shaoxing, 312000

%% 2 Linguistic Features of English Recruitment Ads
KERBE EHIE SRR

1. AET #4588 (Creating Some Novel Headings)
AW G BEFE R, AT S BOR, ) AN 2 O E b i A,

Q3 HOBT AR .

Hero Meets Hero.  JEfEiR /i

It Is You Who Makes Everything Possible.  fl]igi— V&5 ERH 2.

Are You Ready to Accept Challenges from a Transnational Enterprise?

T B 2 5 [ Al () Bk e s 2

China Mobile Not Always Have Vacancies.  FE NS BAH LT -

2. ZHAmE4) (Employing Many Elliptical Sentences )

N TAEA BRI AS R A 2 F A R 2 8 1015 B DLS Bt 5 B0R, S SCii i

JTEREA A SR, B

is)

Hard work and honesty a must. | {F &) &5 FU N SE &b & 5F. (B2 JGAM T

Read and Write English. & A 5 3iE . (A0 T 15 &5 can)

Qualifications needed. FI i %#%. (44M& T MHJ which are)

Salesperson needed immediately. =i H N 1. (CHBEIEIE SN is)

3. FIF#& M5 ( Utilizing Various Kinds of Phrases)

T CAEER DO N I A (SR PIITA A il

Good communication skills. R ZF A FrHifg.

Ability to work in a team under pressure. g LE [P\ RS2 R 3T TAE.
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Preparation of budget. il A
Internal audit and control. R T S 4

4. HHAHit) (Using Imperative Sentences Frequently )

AR NS T . RoRALS, AR K BRY), TR T . Bl
Please apply in your own handwriting with full English resume and recent photo to:
TR HE S TR S ST 1 I M B

Please highlight the position you apply for at the bottom of the envelope.

TEAEAR BN P WA P B ES R BARE .

Please call 0575-5807123-3629 for interviewing.

THE 0575-5807123-3629 7 i THI A o

5. KHI4in& i (Making Use of Abbreviations)

AR A R N RTINS 1) 5 3 A B B I [R], DA A ) ORI M) 35 1) 9
VR TP RE FH 4 1 ] AR AT BN o 5 .

Dept= Department 5[] CV= Curriculum Vitae > A&
JV=joint venture % G.M.= General Manager 83

ad= advertisement %5 add=address Hihik:

attn= attention ({5 A\ corp. Ltd.= corporation limited 3 FR 2 ]

ID= identification & {ilF

#$ % 3 Qualification Expressions in English Recruitment

Ads FIERTE) & TR ERRA

1. N ANZ 5 (Personal Qualities)

A person with ability plus flexibility should apply.

it LAY BE I Y ) a N

A stable personality and a high sense of responsibility are desirable.
MERRE . B R THUEE.

Enthusiasm, organized working habits more important than experience.
A AR A S AR p i 2 L 2 56 S T

Being active, creative and innovative is a plus.

BAEER . A E SRR A

2. iE 5 AEJ) (Language Proficiency)

Ability to communicate in English desirable.

e BB T A b

An excellent understanding of English would be mandatory.

HoA (0 iSSP e

Working command of spoken & written English is preferable.

AHICU HREIEIEHIE.
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Able to speak Mandarin and Guangdong dialect.

2 Ut 7 20 1 AT

3. H%1U (Computer Literacy)

Computer operating skill is advantageous.

A IR BORE I .

Good at computer operation of Windows.

JRUREIE AL Windows HEAT H 45 /E o

Being familiar with CAD/CAM preferable.

#& CAD/CAM #HLSEIE .

4. TAEZY: (Occupational Experience )

Working experience in foreign company is preferable.
AAEAN G A m ] TAR I g A Ut

Familiarity with international trade issues will be an added advantage.
NS B 52 5y ) JUE U

5. HiAthZizk (Miscellaneous Requirements)

Not more than 30 years.

Male/Female. ': BIANBE (554 34m])

S 4 Case Study Z6| H AT

Sales Manager Needed

Shaoxing SaGa Textile Co., Ltd, established in 2000, is a company engaged in producing
various cotton shirts. Its register capital is 8 million RMB and the annual sales revenue is up to
30 million US dollars. The products are sold to many countries such as America, Italy,
Germany, Spain, etc.

Responsibility:

—Responsible for developing business relationships with customers in European Market
according to the instructions of the company.

—Responsible for collecting related information for general manager.

—Responsible for working out sales plans and achieving the sales objectives.
Requirements:

—College degree or above with good English  (speaking and writing) .

—Basic knowledge of sales and marketing, related experience preferred.

—Working experience in a foreign trade company a must.

—Good communication and presentation skills.
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S B 5 Expressions in English Recruitment Ads
FKER) &% NRL

Sentences:

1. Mature, dynamic and honest. EALACGA . FEBIRE T AL,

2. Able to work independently, mature and resourceful.

REMEISL AR, VAR NEARRE T 5.

3. A stable personality and a high sense of responsibility are desirable.

AMERRE . BT,

4. Work well with a multi-cultural and diverse work force.

REMEAE AN R SCAEAN AR A SL T 5% b it A

5. Bright, aggressive applicants. MR, A3 BEHC 1IN TS

6. Ambitious attitude essential. A HE L.

7. Initiative, independent and skillfully communicative.

B g JOLTARRE o8, JFH RIS EEE

8. Willing to work under pressure with leadership quality.

FEEAE R AR, JFRAIS R,

9. Mature, self-motivated with strong interpersonal skills.

SAR S kg, JFEME R BRI R

10. With a pleasant mature attitude. F Bl

11. Strong determination to succeed. 4 345 ) IR 5E Pealso

12. Strong leadership skills. #1141 5 2R

13. Ability to work well with others. HEW [F) A \—IE R ar3th 115

14. Highly-motivated and reliable person with sound health and pleasant personality.
RR ORISR, I H SRR PERS TR,

15. The ability to initiate and operate independently. 5 GNVEE Sy, FERESR I ML,
16. Be highly organized and efficient. T /E1RA 48, IpFHREK .

17. Willing to learn and progress. 15 2% JEI.

18. Good presentation skills. A KL 4f [ A RE

19. Positive and active mind essential. HF. R IG 1K AK

20. Ability to deal with personnel at all levels effectively. & - [F) % FF N i1 14818
21. Young, bright, energetic with strong career-ambition.

SRR MEEL RS useit, DR Sk

22. Have positive work attitude and be willing and able to work diligently without

supervision.

AR AR EE, R BB 0 B B I 0 N ) vy A .
23. Be elegant and good-natured. ZS1EA0HE. AN NPEAS LT



