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Chapter 1 Before the Interview

Job-hunting Advertisement

BE &5

Pladng an Ad B/

1. We should place an ad in the paper.

AN AR ETIFHB &,

2. Have you thought about placing an ad online?

PR EAE M TR g
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R misBiOn $A

I've had good responses from the Beijing Times’ job - see-
king ads.

DIRTERA TG R a4 ) L PIBARE 4, IVAEE

| suggest posting the ad Friday though Monday.

TEVIET ENEHHERIT 22—,
Should | post the advertisement on the Internet?
WEABEMS LB 7
Are we going fo place the ad in the trade magazines and the
newspapers?
BATEAER L 26 AR F ) 157

Talking about Ad &8/ &

Can you give me any information about the job advertised in
today’s morning post?

PREEE TR FMRIBEERNA G

I'm reading an advertizement in People’s Daily.
REEB(ARBR) B &,

Do you think the job-seeking advertisements are frue in this
newspaper?

PRIN X ZEAR G BB FLSE g 7

| noticed your advertisement in the last week’s paper. | am
ringing to ask whether | can. . .

REERNITIGL BRI E 00 4. RIT ISR —TF
AT

Reajrements of the Ad 7R EHHER

Bachelor or above degree with major in Computer Science or
equivalent.
HEBE BT, s DL 20,

Requires minimum two years experience in business admin-



(Zhapter 1 Before the Interview

istration/ accounting/ finance.

sk E/CEA 2 ETREE/ WS/ SR EN IEL%,
3. English wordprocessor capability preferable.

B HIECFA BRI AN
4. Under 30 years old.
FRTE 30 ZLUT
5. Willing to have frequent fravel.
KLHHE

6 - Be able to contribute and advise on issues related to hiring
and recruiting in Shanghai city.
AEXTFE b Y AT 4 B R R A 51 T SR O [ R 4R Y DO
BT,
B Comprehend by Analogy
2 =N
> REEEIRBEATARBETRINN,EB?

> Can you tell me why you replied to our advertisement?

Z*Can you tell me why you responded to our advertisement?

i Can you tell me why you answered our advertisement?

> b EEHEAT,

."He is looking out for talents.

> He is scouting for talents.

"/He is looking for qualified persons.

" "He is choosing talents.

""He is seeking out a person of ability.
>ﬂt HERTE,

{"He has been seeking employment.

" He has been looking for work.




A REBBBEOT FA

"“He has been looking for a job.

““He has been hunting for work.

> fib 7 5 HE SR T B 2
Who’s going to take his place after he leaves?
Who’s going to step into his shoes after he leaves?
Who’s going to replace him afier he leaves?
Who's going to substitute for him after he leaves?

Who’s going to take over his work after he leaves?

3 | Reply Fluently

X‘] m 2

Conversation 1

A:How do you want fo advertise the opening?

B:I've had good responses from the Beijing Times’ help-wanted ads.

A:All right. | suggest posting the ad Friday though Monday.

B:OK. Friday is the big day for job ads.

A:And job seekers will certainly check the paper over the weekend.

B:Let's post on the Internet,foo. We'll get a better response. I'll post
the ads. | know some good sites.

A:Such concern for the company, Craig! I'm impressed.

C:Don't be fooled, he’s just lazy. If we don't replace Donna, he
knows he'll have to work harder.
A RITE EREEX NIRRT 452

B: LARTFRATE FECUAemt i) b RIS RIS 45 | R R4,

A, BEBEE SN B RS T 24—,

B:Af, B W2 TIE RIS 45 9 9% 4 o 1) 6T

ASRERE 8 SRR BB RA .,

| B ARSI B AR W L OE, SR IRATT BT LS B L A, B

g, BAIE — SRR B P s



Chapter 1 Before the Interview

ALK 2430 IR, FEE R IREE SRR
C:HMB T M FRMIE R T, RTINS EE, i 5058 f
A EEE S TAE,

Conversation 2

A.l've been appointed to the hiring committee.

B:Me tfoo.

A.How do you want to go about advertising for the position?

B First, we write up an ad describing the position we want filled.

A .Human resources gave me the job description.

B.Okay, let's figure out what we want fo say.

A Alright, now what?

B. After we clear it with the chief, we can place the ads.

A:Should | post the advertisement on the Internet?

B Definitely! There are a couple of sites that list available jobs in
their classified section.

A.Are we going to place the od in the trade magazines and the
newspapers?

B.Yes,we may as well try for as many candidates as possible.

A:RBETABRER,

B: &,

A BB SRS A

B: B0, RIS &, iR RGBS

A AR EELTRIARBITR T -

B:AFAE ! iERATEMRITE R LA 4,

ASFT . BAEEMT 47

B: WM ELBRMUER, RITATURETET

A RERELAERNE HB &7

B: MR BHILAMuG EMATR 26 B, R4 T IRBUE S,
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A RATEAER L A RARIE b 2T 450
B: &, XHRATH AT LA LR B Be i 1F

Conversation 3

A:Yes,I'm calling about the ad in the paper.

B: Okay,and which ad would that be?

A For the job.

B:Good, which job is that? We advertised several openings.

A:Oh! It was for a construction site manager. Is that still available?

B:Yes it is, but we'll be making a decision on it pretty soon. Why
don’t you come in and fill out an application?

A:What company is this for? | mean where’s the opening?

B:We can discuss that when you come in and fill out the application.

A:Well,I'm already in this field and know most of the companies. Be-
fore | come in to fill out an application, | need to know who it's
with so | know whether or not I'm willing to work with them.

B:I'm afraid | can't discuss that over the phone.

A:So you're a headhunter.

B:We're an Employment Agency.

A:”ﬁ,?ﬁ%ﬁﬂ?ﬁgfﬁtﬂﬁf%ﬁ‘ﬂﬂ%%o

B 4P 8y, RHE— 25 2

AR

B:ﬁ?ﬂ@?ﬂl‘]ﬂﬁ?’ﬁ%nlﬁlﬂi,%@B~Iﬁ%‘?

A DR, RIS TR, XA TAER B A G2

B:%E’\J,Kﬂ?ﬁﬂ‘l?ﬁ‘lﬂﬁﬁﬁ%%/\ﬁ To MEBERE S REE & iF
z?

A X RBRR N JR? R VX ARG e B

BRSO RIS HiF R, RIERITER T,

A:ﬂﬁ,?ﬂiﬁ%f&ﬁ—-ﬁﬂ’ﬂ,tﬁ%ﬂiﬁk%ﬁﬁa‘ﬂ@z\ﬁ]o EREZES®



Chapter 1 Before the Interview

HERAEZA, RBEMERBRA A, IRRARREREER
AR 3L,

B &R, AW A REE L IS IRIRITIE

A Bl AR RS L IE !

B: FATX BUZUL 2 Al

T

Conversation 4

A.Last week | saw a job-seeking advertizement in a newspaper,and
went there for an interview.

B.lIs it true? Did they ask you to give some fee?

A.No. People there are very kind. We had a pleasant talking. And |
had got a part-time job there.

B.You have a good luck. Many people are cheated by the advertise-
ments.

A.Yes,I'm very lucky.

A: FRRERK EER—MERTE, ES3MT Hi.

B: HLAYNG? MufIm RS T 50K 7

A A . AL ATER A, RATRAG R, AERCELERT
— R HHR AR

B:RIBRAH . FENEGY EHKIN 1 o

AR, RIREE

~ Key Words

8335 1nl 50
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Chapter 1 Before the Interview

Informations of Companies

YNGR

BERE  Talk Show

ROt

Siruciures of Companies 2V 45#

. The structures of American companies are quite different from

the ones in China. There are very few companies belonging to
the government. Most of the companies are private.
EERA TG E AR, ROEEAMAR, KEH
SRR FANI

. Sometimes,you may hear that a compeny is public,which means
the company offers their stocks in the stock market. All the share-
holders own the company.
At RS RET AR RAER, BERRURX A




K mstismos 9

A B RE B TRAT I, B B 5 e A B4 33 A 770 0
o
The corporation can be either private or public (offering stocks).

Bt 2 FIBE AT LUR LA AT LR A R0 (R ATIRED)

\ntroducing an Organization H /&7

The Marketing and Sales division has a number of depart-

ments ; Customer Service, Advertising , Communications ,and,
of course, Sales and Marketing.

T GE G TSI IR IR ) a1
B UREH G5 B8

Operations is made up of Mcmufacturing,Maferials,Shipping
and Distribution, MIS R &D. . .
%@$ﬂk%ﬁ%dﬂéfﬁ%ﬁ\ﬁ*ﬂ%ﬂ\Eiﬁﬁﬁﬂ’fﬁ%ﬁ\%é\%ﬁﬁ?

And department managers report to the directors, who report
to the CEO?
%l‘]i’élﬂﬂ@ﬁ%@ﬁ%ﬁiﬁ,ﬁ‘ﬁI%‘B‘JDﬁ%‘:J:ﬁ]%Eﬁ?

Human Resources Department A FFES

Human Resources Department is a very important department in

company. In the American Companies, Human Resources De-
partment provides services most of the time.

AN BHEIE— 4 ] FAREZMIT, EEEAFH, A
TIGE VR bt (R BT IR 45 T

Human Resources Department also takes care of a number
of issues specified by the laws , such as equal opportunity for
employment, and prevention of harassment and discrimina-
tion at workplaces.

A3 GEIR A 5 FEAR 45 7 T I, bt 5] &Rk HL &



