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EXTNED Being Interviewed

I

>

> o > w

w >
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: Come in, please. My name is Chu Tianshu, the personnel manager.

:I’m ZhangYi. How do you do?
: Please have a seat.
: Thank you.

: We have received your letter in answer to our advertisement. I

: Yes, sir. I am very happy that I have the chance to interview with

Study the dialogue and imitate the recording of it in the disc attached to the book and play
the role of either A or B in it to practice the dialogue.

How do you do?

would like to talk with you regarding your qualifications for this
position.

your company.

: Could you tell me a little bit about yourself, please?
: I was born in 1986. I live in Beijing. I graduated from Beijing No. 4 Middle School in 2002. Then I

went to Beihua University and studied Secretarial Management and graduated just last year.

: Do you have any experience in office work?

- Yes, I had a part-time job for three months at Far East Trading Company as a secretary.

: Oh, really?

: Yes, it was a very interesting experience.

: What was your main responsibility?

: Mostly typing and answering the phones.

: What has made you decide to apply for a position as a secretary here?

: Well, I think your company has an excellent reputation in Beijing and working here would be very

challenging. And for me the most important thing is to find work where I can meet with and deal
with people from other cultures. As a Chinese, this seems to be the most exciting thing I can do.
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Besides, I feel I am ready for a challenging position.

: I see. Great. As a secretary here, you will assist your superior in his or her daily routine, deal with

correspondence and team up with people in the office for a smooth operation. How do you feel
about routine work?

. A secretary’s work is often routine work. I’m confident that I will be able to handle the office

routine. I’ve been well trained for this.

: What do you think of the new idea “to work with the boss”?

: “To work with the boss” means to work as a team-member with the boss in order to maximize

efficiency. I believe it also means that the secretary and the boss have a mutual respect for each other.

: What are your hobbies? What do you like to do in your spare time?

: Well, I like reading, and listening to music, especially Chinese folk songs. I practice calligraphy

and I like it very much.

: What are your plans for the future?

: My plan is just to become a successful secretary.

: Any plans on settling down and starting a family?

: I don’t think I will have a baby within the next four years, if that’s what you mean.
: Good. Now do you have any questions you’d like to ask me about this company?

: Yes, I'd like to ask about the salary. How is it determined?

: Well, all new clerical employees begin at a standard salary of 1 500 yuan per month. Then, after

the training period, you are given an assignment. Someone like you may be given a higher-ranking
assignment, and then you would get a higher monthly salary.

: What about other benefits?

: All employees must join the health insurance program, and there are many other benefits. I think

most of them are explained in our brochure. Have you got a copy?

: Yes, I have. Thank you.

: Any more questions?

: No. Thank you very much for giving me this opportunity to interview with you.

: You’re welcome. We’ll keep you informed of the result of the interview sometime next week.

Thank you for coming. Good-bye, Miss Zhang.

: Good-bye.

Study the words & expressions and copy the sentence with each of them in the dialogue.
There is the detailed study of each of them in the disc.

interview /1ntavju:/ v. A

personnel /,pa:sa'nel/ n. A
advertisement /ad'va:tisment/n. |45
qualification /kwolrfr'keif (a)n/ n. FEH%
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position /pa'zif (a)n/ n. B

company /'kampani/ n. /A F]

apply for H1iF

reputation /repju'terf (a)n/ n. 4%
routine /ru:'ti:n/n & adj. H % TAE(HY)
correspondence /kor1'spond(a)ns/ n. {514
team up with 5---&4E

maximize /'maeksimaiz/ v. i Kk
efficiency /i'fif ensi/ n. 5%

mutual /'mju:tjusl/ adj. FH. 2 [E] )
calligraphy /ka'ligrafi/ n. 453

clerical /'klerik(8)l/ adj. IMAZE A 511
assignment /o'sainmant/ n. 1T 458 iR %
insurance /in'[uarans/ n. R
opportunity /opa'tju:niti/ n. Hl&

Il Further exercises.
1. Restudy the dialogue and answer briefly the questions about it.

1) Who is giving an interview to Miss Zhang?

2) How does Miss Zhang know that Far East Trade Company is looking for a secretary?
3) What is Miss Zhang’s experience relating to office work?

4) How does Miss Zhang introduce herself to the personnel manager?

5) What will be Miss Zhang’s main duties if she gets this position as a secretary?

6) According to Miss Zhang, why does she choose to apply for this position?

2. Complete the following dialogue and look at the disc for a suggested version of each and listen
to its recording.

A: We’ve been looking over your application. I see you’ve got several years’ experience in

secretarial work. May I know 1 (IR M A dsE ke
FIE X 03 TAE)?
B: I worked as a junior secretary. 2

GRMIATTEIESTT . J98Y . BEHTE) and such routine office

work. I feel I’'m ready for a more challenging position.

A: That’s why you want to have a change I suppose.
B: Yes, I want to move ahead. I understand ’ 3 (FRAT1IE
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TEFRATELAL43). I've completed a secretary training course including Business Communication,
Accounting, Bookkeeping etc.. This year I'm taking Advanced Secretary Practice. I hope such a
training will help me in my career.
A: I believe it will. As a secretary here, you’ll 4
(PrBhFRALBE H % 5 55, 4bFEpR{F) and so on. You mentioned you’re taking an
Advanced Secretary Practice course. Did you find anything impressive in the course?

B: The course has been very helpful. It’s introduced me to many new methods of working. And
with this course 5

(FHE A ETRA BRI HAT I % H H TAE).

3. Make up a dialogue by raising three questions about the dialogue.

4. Translate the following into English and look at the disc for a suggested version of each.

1) AR FEMBEA VLS I

2) EBAETLAR T 5 A I Y5t =4~ A A Bh,

3) 1A — B2 E K A H A ST A AN 1T 5

4) FAPHH R R — 2 I RS, B TEX RN GA X,
5) b A5 A BA— 5% 2 5 ] e e bt T4

6) FABA]— T %2 ) B TR FIAE AR B ARER

5. As one of the roles, write briefly to describe what happened to you during the conversation.

EXST¥3 Preparing an Interview

I Study the passage and imitate the recording of it in the disc attached to the book.

The first thing to remember when you go for a job interview is that this is not a one-sided affair.
You can treat it the same way that you treat a negotiation. After all, both you and the prospective
employer are selling something. If you approach an interview with the attitude “any job will do”, the
interviewer will recognize that immediately. If the job is worth anything, you won’t get it.

You should prepare yourself for an interview just as you would do for a negotiation. Find out
as much as you can about the company and the person who is to interview you. Don’t be caught by
surprise. Go to the internet and look at the company’s website. Compare it with that of its competitors.
Alternatively, look in the Yellow Pages or trade magazines to see how they advertise themselves.
Make enquiries at the Chamber of Commerce and other relevant organizations. Find out at least a little
about the sector so that you can ask interesting questions.

Think of and jot down your strengths and the opportunities that lie ahead. No matter how high
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the unemployment rate is and regardless of how miserable you are in your current job, it’s always
an advantage to see things in a positive light. If you have little or no experience in a particular area,
consider your capabilities in a similar area. Spend some time trying to imagine what type of employee
the company is looking for and what makes you suitable for the job being advertised.

First impressions count, so look good and feel good before you go. Choose clothes that make
you feel confident. Find out what clothes may put the
interviewer off. Ensure you arrive at the interview with
time to spare. According to more than one recruitment
agency we spoke to, interviewees must understand the

importance not only of their personal appearance, but

also of their body language. During the interview breathe

calmly and try not to appear too nervous. Look the \ /;
interviewer in the eye and adopt similar body language to ;‘ - W o .
theirs. Smile and look relaxed, enthusiastic and assertive. N Lnds.
Remember one thing, though, assertive does not mean aggressive.

Don’t just answer “yes” or “no” to questions. Treat every question as an opportunity to
demonstrate that you are suitable for the job, and remember to stick to the point. When asked
about your interests, include group as well as individual activities. Be on the lookout for tricky
questions about your personal life. You don’t need to lie; just sell yourself in the best light. This
is something the interviewer needs to be able to do as well. You have the right to find out whether
or not you want to work for the company. Furthermore, your interest in the nature of the

company and how it runs may well end up being your big selling point.

I Study the words & expressions and copy the sentence with each of them in the passage. There
is the detailed study of each of them in the disc.

negotiation /ni.geufi'eifan/ n. iRH
prospective /pras'pektiv/ adj. T
approach /a'prautf/ v. EF
competitor /kem'petita/ n. TEFH
alternatively /o:I't3:nativit/ adv. —H#E—il; E R —FhtH
enquiry /in'kwaiari/ n. (7]

Chamber of Commerce F 4>
miserable /'mizarabl/ adj. 3£/
advantage /od'va:ntid3z/ n. fLH#
capability /keipa'biliti/ n. fE /1

put sb. off {#HRE

recruitment /ri’kru:tmant/ n. fiE5%
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enthusiastic /in.Bju:zi'sestik/ adj. #VIFH
assertive /a'sa:tiv/ adj. H {5
aggressive /o'gresiv/ adj. B & AR
demonstrate /demanstreit/ v. 8
individual /indi'vidjual/ adj. 1~ A K

be on the lookout for X «+-/N(»

selling point 3& 5

Il Further exercises.
1. Restudy the passage and answer briefly the questions about it.

1) What is the correct attitude towards a job interview?

2) Why is a job interview not a one-sided affair?

3) Besides your appearance what is also important to make a good first impression?

4) Is it wise to give only “yes” or “no” answer to questions?

5) What should you do to answer the tricky questions about your personal life?

6) Which aspect of your demeanor (1725 . X¥) may finally attract the interviewer in a job

interview?

2. Fill in each blank with an appropriate preposition or an adverb and look at the disc for a

suggested version of each.

1) care of personal appearance, you should pay close attention  your manner of speaking.
2) Find what makes you suitable the job you are applying :

3) Be the lookout those words that will put the interviewers

4) To stick the point is something an interviewee should do as well.

5) She can always see the bright side, regardless how difficult the situation is.

3. Write out the right form of the given verb for each blank and look at the disc for a suggested
version of each and listen to its recording.

1 (be) successful in a job interview, you should demonstrate certain personal and professional
qualities. You need to create a good image in the __ 2 (limit) time available, usually from 30 to 45

minutes. Furthermore, you must make a positive impression which the interviewer __ 3 (remember)
while he _ 4  (interview) other applicants. At all times, you should present your most outstanding

qualities during an interview __5 _ (attract) the interviewer. You should, for example, take care _ 6
(appear) tidy and modestly dressed, __7 _ (avoid) the extremes of too elaborate or too casual clothes.
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On the positive side, clothes may be a good leveler, 8 _ (put) you on a par with other applicants and

9  (require) the interviewer to consider more important qualification. On the other hand, clothes
which __ 10 (be) too informal may convey the impression that you are not serious about the job or

that you may be casual about your work as well as your dress.
4. Group discussion.

1) What kind of preparation should one make before a job interview?
2) What are the ways to get some knowledge of the company and the prospective employer?
3) What are the most important qualities to demonstrate in a job interview?

EXSTED Writing a Letter of Application and Resume

I Study the dialogue and imitate the recording of it in the disc attached to the book and play
the role of either A or B in it to practice the dialogue.

A: Hey, here is an advertisement for the position of Personnel Assistant. I want to apply through a job
application letter and my resume. Do you know how to
sell my qualifications to the company effectively?

B: As far as I know, in such a letter, you should present to
the organization your interests in and qualifications for
the position, while in your resume you should introduce
the main points of them.

>

: Then how should I arrange it in concrete form.

B: In the opening paragraph, you should state sincerely the
reason for your letter, identify the particular position you’re applying for, and you may also indicate
how you learned about the company. The opening should be short, and truthful.

A: T know; that is to attract the reader’s attention. How about the body part?

B: This part is the most important part. You can have one or two paragraphs to emphasize your
strongest qualifications and relate them directly to the needs of the position you are applying for.
And the secret to move the reader is to provide specific and credible information about yourself to
support your statements.

>

: I see. Then what’s the use of the ending?

B: Though this part is usually short, it is absolutely necessary. In it, you should ask for a personal
interview politely and provide your phone number and your home address or e-mail address for the
reader. And remember to indicate the time you are available for an interview.

A: Ok, I’ve got it. Now, how about a resume?

B: Well, a resume is always included with the job application letter. It should serve as a brief record of



