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¥2vi  » Learning Objectives

Students will be able to:

1. write a job-wanted ad;

2. write a résumé;

3. make a self-introduction;

4. express themselves more freely during an interview;

5. grasp the basic vocabulary and expressions related to the theme of “Job Hunting”.

1 Task 1 Job-wanted Ad

3
4

1. Vocabulary and Expressions for Reference

#2y  » Vocabulary

mechanical [mo'kaenikl] a. FUAR AT ; PR S 49

sufficient [so'fifnt] a. 2 4Bey; R ; o)

coordinate [kov'a:dmert] ve. 48 ; 4ERFe; vio WA, WE; a FFARY
time-consuming [tarm kon'sjumm] a. %869 BB HAM; LR K EEEG
interpreter [mn'ts:prita(r)] n. 2 # i

translator [trens'lerta(r)] n. #F4 ( LIFEF)

salesperson ['serlzpsisn] n. 454& B

diligent ['dilidzont] a. #5449

responsible [r1'sppnsabl] a. % 774

communicative [ko'mjurnikotiv] a. & T R FR#9



adaptable [o'deeptobl] a. & M/ i%

aggressive [o'gresiv] a. A IS HY; 3BA A
cooperative [kou'pparativ] a. A & VEHGAY 84
creative [kri'ertiv] a. g €& /149

dedicated ['dedikertid] a. A Z#k 54y 49

disciplined ['disiphind] a. <F &4% 49

dutiful ['djwtifl] a. 3249

efficient [1'fifnt] a. A &L F )

energetic [ end'dsetik] a. #4577 7 i 49

faithful ['fer0fl] a. F1549; BiRbY

frank [frenk] a. AR 69; Hikdy

humorous ['hjuimaras] a. # %k 49

independent [,indi'pendont] a. k495 B E£49; B L8
modest ['mpdist] a. & & %)

punctual ['panktfuol] a. FEF&9; btay; fated
trustworthy ['trastws:i] a. 1A4F454E49
well-educated ['wel'edjukertid] a. it RAFHF 49
a job-wanted ad KR %

administrative secretary A7 E AL

administrative assistant 783 32

foreign trade specialist 7P % B

6Zv > Expressions

1. Zhang Xiao will soon graduate from Xiamen University.

FRIGEAR PR ZE R TR T
2. What he wants to do first is writing a job-wanted ad.

Al B S B2 — MR 5

Program 1 Job Hunting )
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3. major in English
ER T
4. look for a position of Administrative Secretary
T RATERL T AR
5. be fluent in oral English and experienced in marketing
EHERA . AEHER
6. work as a salesperson in ABC Company

1E ABC » FiEH 5

11. Situational Training
Situation
Zhang Xiao will soon graduate from Xiamen University. These days, he is busy with job

seeking. What he wants to do first is writing a job-wanted ad.

Sub-task 1
Zhang Xiao has got 3 documents related to job-hunting. Read them carefully and decide which

one you think is the best sample for Zhang Xiao’s job-wanted ad.

Sample A
David Brown, graduated from Harvard University, majored in Mechanical Engineering;
Looking for a position of mechanical engineer;
Diligent, responsible, communicative and open-minded.

Tel: 029-2698761 E-mail: David0O@yahoo.com

Sample B
Targeting China to build market presence, Rainbow Group is a leading player with

headquarters in Seoul and branches in China striving for further success.




C Program 1 Job Hunting )

1. College degree or above, majoring in sales, marketing, or related fields.

2. More than one-year sales experience.

3. Good command of English and Korean.

Job description: achieving sufficient sales volume and coordinating Supplying Department

for goods collection and delivery.

Sample C
It is my honor to write this reference for Yang. I have known Yang for 4 years. He is an excellent
student in my class who always finishes assignments promptly no matter how difficult or
time-consuming the work is. His loyalty, creativity and intelligence impress everyone around him.
His attractive personality and strong learning abilities have been highly spoken of among teachers.
I am sure he is the one you are looking for and I, here, strongly recommend him without any

reservation.

Sub-task 2

Discuss in pairs and answer the following question:

What do you think are the most important components in writing a job-wanted ad?

Sub-task 3

The following are the pieces of a job-wanted ad written by Zhang Xiao. Please make them into

a

1

2.

logical sequence and a job-wanted ad.

. diligent, responsible and communicative

looking for a position of foreign trade representative

. excellent in oral English and experienced in interpretation; worked as an interpreter in
Xiamen International Marathon

. Tel: 0592-8679633; E-mail: ZX23@sina.com

. Zhang Xiao, graduated from Xiamen University, majored in English
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1II. Tips

1. A job-wanted ad is, in fact, an advertisement for “selling” your skills, experience or abilities.
To write a job-wanted ad, you should make clear your target position and highlight your
qualifications and the reasons why you are suitable for the job.

2. The most important components for a job-wanted ad are: basic personal information,
qualifications, target position, personalities, abilities and contact information.

3. Posting a job-wanted ad is just one of the methods for graduates to seek for a job. There are
many other ways, such as checking the recruitment websites, taking part in job fairs, being

recommended by others and so on.

2 - Task 2 Résumé
4

1. Vocabulary and Expressions for Reference

¢Zv  » Vocabulary

gender ['dzenda(r)] n. ‘HEA]

nationality [ nafo'neloti] n. E 4%
certificate [so'tifikot] n. EF

curriculum [ka'rikjolom] n. #R42

intern [in'tsm] n. % A&

major ['merd3a(r)] n. EEFHE ; vi. 24
courses taken A F#RA2

extracurricular activities #RME 3
educational system %)

physical activities &3 &3h

6
p VI
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part-time job 4> TAE

recreational activities %% /R &)

social practice A4 5 ¥,

student council 5 £ &

summer job & T4

vacation job R # T 4f

excellent League member % 75 H i

excellent leader 4% 7 3¢

Outstanding Graduates 1 7552 1 &

National Encouragement E %5 & % 54

The First Prize Scholarship —% %54

CET4 (College English Test Band 4) X 5 335 w48 4 i,

CET6 (College English Test Band 6) X 5 3%3& 55 & % X,

TEM4 (Test for English Major Grade 4) 3% & 1 v9 28 % X

TEMS (Test for English Major Grade 8) 3%& % 1 A\Z& % X

National Mandarin Test (Level 1, 2, 3; Grade A, B, C) $:@#&5 & %X (—/=/=%; A/B/C 4 )
Business English Certificate % 4-3%&1E F

National Computer Rank Examination(NCRE) 4B+ f AL & % X

First-level Certificate for National Computer 4B HAL—&IEH

6Cv > Expressions

1. good communication skills
R AZ bRt g

2. be willing to assume responsibilities
BT AHEIHE

3. strong interpersonal skills

Weam i N PRAZAER RE



N

4. strong leadership skills
PR )T AR
5. willing to learn and progress
H A > HEEL
6. good presentation skills
R4 HRIERE
7. ability to deal with personnel at all levels effectively
T F&FN R T 3E
8. young, bright, energetic with strong career-ambition
R UEWIL KRS ATEim, ARERAFENLG
9. with good managerial skills and organizational capabilities
A R4 HE B T ML LA RE )
10. have good and extensive social connections
HA R 2 K&k R
11. be highly organized and efficient
TAERA &, HERER
12. have positive work attitude and be willing and able to work diligently without supervision

TARSERN, EE AW 7E B BRI 0L N Bhar TAE

I1. Situational Training

Situation

Zhang Xiao posted his job-wanted ad online. He received the following response letter several
days later.

Dear Zhang Xiao,

We have noticed your job-wanted ad placed on the Human Recourse Website. We are currently
looking for a foreign trade specialist. If you are interested, please feel free to email your résumé
to yixuehr@yixuesoft.com.

For more details on Yixue International Group, please visit http://www.yixuesoft.com.

8
-
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Zhang Xiao will have an interview tomorrow morning. Now he is busy working out a résumé.

Please put yourself in Zhang Xiao’s shoes and complete the following résumé according to the

information offered in his job-wanted ad.

Résumé

Personal Information

Name 1)
Gender 2
Date of Birth April 5,1990
Birth Place Fuzhou Fujian
Nationality Chinese Photo
Address No.23 Zh}(z?a%i}:f ll;{lzz:;ir,l’Sér}rll::;g District,
Tel 3)
Email C))
Educational Background
Period University Major
Sep.1, 2009—IJune 30, 2013 ) 6)
Work Experience
Period Company Position
2009_21(31 1ﬂ3 (g/}z;;?}:gn})(lamen HR Conduit Company @)
July.1-Dec.31,2012 C&D Company Trainee Salesperson
Skills

Special Skills

Certificate

Computer Skills: MS Office Skills

NCRE-2 (2011)

Strengths: excellent English listening, speaking, reading, writing and translating

TEM-8 (2013)

1I1. Tips

1. Generally speaking, an English résumé includes five parts: personal information, job

objective, educational background, work experience and personal skills. The Personal

Information part usually includes the applicant’s basic personal information, such as his

name, gender, age, nationality, address, telephone, e-mail and so on. In the Job Objective

part, the applicant should state his target position clearly. In the Education Background part,

9
e P 4
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the recent education background should be put in the front. In the Work Experience part, the
applicant should also list the current work first. And it is necessary for the applicant to
highlight his strengths and avoid his weaknesses in the Personal Skills part. In addition to
these five parts, you can also mention your achievements, personalities, hobbies and so on.

2. A sample for reference:

Résumé
Personal Information:
Family Name: Wang
Given Name: Bin
Date of Birth: July 12, 1984
Birth Place: Beijing
Sex: Male
Marital Status: Unmarried
Telephone:(010)62771234

E-mail: career@sohu.com

Job Objective:
To obtain a challenging position as a software engineer with an emphasis in software design

and development.

Education Background:
2007.9-2011.6 Dept. of Automation, Graduate School of Tsinghua University, M.E.

2003.9-2007.6 Dept. of Automation, Beijing Institute of Technology, B.E.

Work Experience:
Sept.2011- present CCIDE Inc. as a director of software development and web publishing.

Organized and attended trade shows.

10
p VI



