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1. How to Write a Resume?

] 5 8 P ?

__J Introduction

The resume is extremely important for a job seeker. It nearly always plays
an essential part in securing a position. Interviews, however long, are
necessarily limited by the interviewer's time. So he likes to have the facts on
paper to read at leisure. Resumes are generally either functional or
chronological. A functional resume, apart from giving personal data such as
age, education, marital status, includes what duties have been performed in
what fields. The chronological resume is more common. It should be concise,
again giving personal data, employment, together with a short summary of
professional experience.

MASTRRERAEXLER, AFRREHIBRTFFRELRT Y 694
A, BXERATK, ERTBELEZHXEOHERY, FAGRXEEXREER
BHRAA R ARG IZE, Bk, MASADRBRB A aERH, 2
RERARTAESE, HEFF. BRRAFAAL LN, TE2HAH K40
WMTHZ, IHGEE, HEABRGALEAFTRL, ELEMNA, LEZESEBEAARL
By R L Ao ) 269 BR Ak 5 0 MR

|

) Dialogue (G = graduate P = professor)

G: Professor, can you do me a favor, I have no idea on how to write a perfect resume.

P: The word “resume” originates from French, meaning “to summarize”. So you now
have to condense your entire lifetime onto one piece of paper, with the hope that
someone who reads it will instantly know what a great person you are, and give you
a high-paying job.

G: Yeah.... that’s great.

P: The purpose of a resume is to get an interview, not a job. Once you get in the

door, it’s your winning personality and discussion of your lifetime of experiences

-
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that will get you the job. You could have the most brilliant resume in the world,
but if you walk into an interview and do nothing but drool on yourself, that resume
will be worthless more, for today, you will learn how to put together the perfect
resume: one that will play up your experience, play down your liabilities, and at

least improve your chances at eventually acquiring your dream cubicle.

: So that. I feel confused. You know I'm just a usual grad.
: OK, you have recently graduated from college. The only main difference is that

you’ll have to talk more about your work experiences. Whereas recent college grads

can add stuff like school activities to their resume.

: That sounds reasonable. Could you tell me in details?

: Before you sit down to write that resume, the very first thing you should do is make

a list of everything you’ve ever done or accomplished in your entire life. This
means everything: every part-time job, honor, volunteer work, skill, language and
hobby. Try to make the list chronological, starting with your most recent
accomplishments, and working your way backward right up. Henceforth, take very

good care of this list. It is necessary.

: Why?

: With this list, you can change the messages to more interesting topics of

conversation. Now don’t get too detailed with this list. You don’t have to write
down everything you did at each stage, or how much you won for a particular

scholarship. Just write down the name of the event and the date that it happened.

: What does it conclude?

: What you should do is to organize your list into the following sections: education,

work, activities, honor, and skills. Education means where you went going to
school, a list of lessons you took, what your major/minor was. If you’re still in
school, then your most up-to-date information is fine. Work means all works you
have ever had, and the dates that you had them through, including all volunteer
work. Activities refer to all school activities in which you participated. Write them
all down. Honors refer to these are these are academic, athletic, or community
awards or scholarships. Then skills, it includes computer language and English.
Now somebody has really cared much so far. You should describe what level are
you in, CET 6 or CET 47

: OK, I got it. And what is the next step?

By now, you’ve finished making your List, and you’re ready to tackle actually
writing the resume. The first thing to do is to see what the job you’re applying for is
like. Every resume you send out should be tailor-made for that exact job. Of

course, your resume will have all of the important pieces of information that all



good resumes should have. Your name is at the top, your contact information, and
different sections that clearly label your education, work experiences, skills, and
possibly college activities. Many resumes will mush or separate work experience in
creative ways, but as far as pure information is concerned, these are the basics.

G: And is there any else to pay attention?

P: Check to make sure that the margins are even, that your formatting is consistent,
that you don’t have any spelling errors, and that you put your current and permanent
contact information. Don’t get too crazy about how things look. Just remember that
it should look as professional as possible, on 8. 5 by 11 inch paper, and it should be
so easy to read, that a-ten-second-scan would tell the reader that you have many
marketable skills.

G: That’s wonderful. Thank you very much for your telling. I feel better.

P: You’re welcome.
B HE, BERMB? RAMEEREAEEHTEMNET,
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/) Words
condense v. (f#) W45, KB
high-paying - (=% 30
liability n. BAE, 5% ; AR
acquire vt. 3K, #3
grad n. Ay
chronological adj. FEREAFHES )
scholarship n. ¥4

margin n. JUAKZEH



) $4—HI%h Easy Time

The Trouble
=) &%
Doctor: Do you defecate regularly?
B4 i#FFEKERED?
Old man: Quite regularly. 8 o'clock every morning.
#k: ML, BRFRENEA AR KL,
Doctor: Then, what's the trouble?
E4: REHHALFAG?
Old man: The trouble is | won't get up till 9 o'clock every morning.
%k MMARFRTFRAEAALRK,

2. Interview

[T

) Introduction

No matter how good your qualifications are, you'll never get the chance to
prove it if you don't have interview skills. Sadly, most schools don’t seem to
teach these kinds of practical job skills. Luckily for you, there are plenty of great
resources out there for you to learn how to prepare yourself for a job interview
and how to get ahead of the competition. Any amount of time spent practicing is
more than worth it when you consider the huge payoff you get and when you
land that dream job you've always wanted. So you should start thinking about
how you're going to blow away the competition in your next interview!

RERGEA 4T, READEABTFTRAKLZHAFTREANSEIEE, BB
A, BRFEIFRAAHKEGBXEAL, FEHR, XEARFHHR LR
T et T B XAl TERX T RE, SARIBAGRLE, SEFIHTH
MEF R, RS EFOTAERET LR G R REFG, AR RZFEF
Bl T EFT— R BRXTHBEFHFF T,

_) Dialogue A

A: Tell me something about yourself.

&ae\-lt#: LIS

—
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: My name is Ron and I’'m from Beijing. I'm loyal, fast-paced and people-oriented. I

love to read books and write blogs in my free time.

: Good. So Ron, would you tell me what your strengths are?
: I'm good at motivating people. I can easily bring out the best in people. I also have

excellent problem solving skills.

: What about your weakness?
: I tend to please my customers a lot, which often lead them to abuse the privilege. I

find it hard to say “no” to my customers.

¢ What can you contribute to our company?
: I can try my best to develop new clients effectively with the best service.
: Well, Ron. Thank you and I’ll call you within this week.

: Thank you for your time, Ms. Brown. I look forward serving your wonderful

team.

A A A A A LA LA LA LA CA AR A AR AR

: ﬁgE_Tka ao
: BNBFRE, kBN, BYARE. NEFER. ETSEALE, LR

EREREBNEEE.

1 3, A, RESFRAROLBEBEG?

RETHMA, BREENMBEBEMBARAXHELZERED, BLERROENR
e,

IR BWR?

BRETHEFRHEES, EESBREFEARN. BRESREELES.
REXFRMNAIMEHATRRG?
BRERNARFNREFFEIHAREAHR.

HE, B, WiHE, —BRARSBIEERR.

ML L, RS, BRRENRET. REEEIBHEFANES

) Dialogue B (M =Mike K =Kate)

M:
K:

M:

S AR

So, I heard you have a big interview today with IBM, is it true?

It’s definitely true but I’'m so nervous that I don’t even want to go. I don’t know
what to do!

If you put it in perspective it will help. What’s the worst that can happen if you
make a complete fool of yourself?

I guess I wouldn’t get the job.

That’s right. Do you think there might be any other good jobs out there?

You're right; I guess I'm being a little silly. I'll try to calm down.

: Good. If you really want to be calm and collected during the interview maybe you



should prepare a little bit. You still have a couple of hours.

: Oh, I’ve already done that. I know everything about IBM, even the CEO’s name.
Maybe that was going a little far, do you think?

: No, I think that’s great. I know you’ll do well. They’d be lucky to have you.

o

: I hope you’re right, Mike. I could really make some advantages to make money.
: We all could, trust me.

: I've got to go in a few minutes and head to the department store to buy some nice

= 2R 2

clothes. Would you believe I have nothing nice that I can wear?

=

: I guess you’re like me, all you own are Nike sneakers and Levi’s jeans, right?

A

: Exactly.

M: Well, with your preparation and your new clothes, I'm sure you’ll knock them
dead. Good luck!

K: Thanks, I'll let you know how it goes.

Sl S ) L L L L L N N

B RTES RAREEX IBM AT EIK, 2RAG?

A WL, ERERILENK, BERBABET, BFRMEZEAD

B MRIRMB— N REST, SEFHE. MRRRERE, REENERR
ta?

P REBRRRE/EXH Lk,

iB5: X, BREBEETREEHMAT THED?

PF: RENH, BERESRE, REIZAH TR,

B . MRRENBHTRETBENEZAR, hFRRZBBEE—T, RE
BN,

His:H, BELERT, RTYMBM 23T, EEZARNBFZRENE, hiFF
REET, RIAATR?

B A, RERIZXHE, BMERSHITFN. NREZEFRIFENR T,

I RBEMRBEEX, k. REMNEBSF AECHEBERE.

iB5e: WANEBRE, HBEH.

B EFLOHBEREET, BEEXFHEXLEFENRR, RARSREEHTA
BEEJLERARE?

B%: RBRMNEBB—F, BFWoEahEMFTRET4H(FE, F28°

B4 R

BE: BT RESNEENEBENRG, RER—EEBRIN., HIRFE!

FF: i, B FREKERLN.
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</ Words

motivate v. Bh
abuse v. A, B
privilege n. FEAL, FEHIFFE

) B—¥h Easy Time

Exam
ik
Two boys are taking a test.
A B BmAEE K,
5 mins later, boy2 leaves.
S5a4kE, BE2 B,
After the test finishes, the boy1 asks boy2: “Wow! You finished the test soo
fast. It must have been easy for you.”
FRERE, BHAAFHK2: “wk) RELAMM2R? EAF XA RRL—ER
g,
Boy2: “Well, I'm pretty sure | got one question correct. What is your name?”
$H2: “of, FdMOLERTAHLE 100% £, K™ H2 857"

3. The New Work
B L1

__J Introduction

Seeking out, attracting and hiring new employees is an essential company
activity. However, people strive to find an outstanding company who provides
the best chances to them. The better they do this job, the higher the chances of
success as an employee.

He, BIFRETARRIRAANG—AXLED, Kb, TRk, &
MERFZRRIBB/LAMNEIFNSGFLNE], — MR THAHABE, ik
A A LR RS




_J Dialogue A (A =Amber J =James)
(James Baxter is a graduate of Marketing from Leeds University arriving for his first
day of work. He meets with the HR manager to help with his introduction, the HR staff

member is a woman, 26 , named Amber Sears. )

A:

]

J:

Hi James, pleased to meet you at last. We’ve heard a lot about you, welcome to

Morton.

: Hi, I am glad to be here, finally get to put all that study into practice.
A:

Good to see you’re enthusiastic James, I think you’ll find the challenges you want

here. We have clients from all areas of business and life.

: Yeah, that’s what attracted me to the company, so what’s first?
: Ok, so I know you expressed an interest with dealing with clients face to face, it’s

something that came across in your application and we hope we can accommodate it
here.

: Yes, I’ve had some experience in that area before, it’s preferential to the doing the

ground work but never closing a deal.

: I understand, you’re a confident young man, James, but you know these things will

come in time. Morton rewards ambition with new goals. Work hard and you’ll get

there.

: That’s ok with me, I’ll won’t let you down.
: So James, tell me again what brought you to us, to PR?
: I thought I was going to study psychology at first, but then I found myself being

more and more drawn towards economics. Money makes the world go round and I

guess PR oils the gears so it keeps spinning!

: Very true, very true!
: I think you’re walking half blind in the world if you don’t want to accept or

understand business and economics. It’s a natural process, as much as the sun rising
and setting, so I wanted to understand it.

: Can I ask why you didn’t study economics then James?
: I want to see the faces behind the logos, to see business in a personalized way.
: That’s what we’re about James, building relationships with people, not brands. I

understand your attitude, of course your relationships with your co-workers are just
as important as clients.
I totally agree, I look forward to being part of the team here.

(the conversation is interrupted by a phone call to Amber)

A:

Yes, hi, how can I help?

(the conversation takes place, as she speaks to the man on the phone she becomes

increasingly more exasperated and when the call is finished she turns, worriedly, back

gg-aﬁ\')""g' “l"&
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to James)

A:

I'm so sorry about that, James, erm... that phone call was from the manager of

Morton... erm... we have a situation, and he’s asked for our help.

: That was Walter Reddy? What’s happened?
: According to Walter, a representative from a soft drink firm has arrived to have an

important meeting at our offices, he has flown in from America. He was scheduled
to have a meeting with Walter and a famous pop singer named Tony Greek, you
may have heard of him. His business wanted a new campaign to appeal to a younger
audience and we have been working on bringing Tony into the campaign for some
months now in a multimedia relaunch of the firm’s drink, with Tony appearing in

advertisements and free CD promotions too.

: OK, sounds interesting, so what’s the problem?
: Tony cannot be contacted, he hasn’t turned up. Walter is convinced we’ll lose the

deal without him being present at the meeting, to waste our clients time like this
would be damaging for the company.

: So how can we help?
: You probably won’t believe this... but the guy from America, Gary Fenning,

doesn’t know what Tony looks like. Tony is kind of an underground figure in the
industry but he has the right cultural cache to work for their image.

: Right... and?
: Walter wants me to find someone who can pretend to be Tony, just for the meeting,

to close the deal. And... you know, you don’t look too different to him. With a big
pair of sunglasses and a hat, you might just pull it off.

: You can’t be serious? My first day and you want me to meet a multinational client,

to close a deal, whilst pretending to be a singer?! I knew I'd be challenged at
Morton but that’s a big task!

: I know James, I don’t want to make you do it but Walter is a persuasive man and he

can get what he wants.

: So what do I need to do? What kind of singer he is? I need some background

information on him if I'm going to convince this guy. What happens next time they
meet Tony? '

: Walter doesn’t think it is a problem, the way these big firms work, he’ll go back to

America, we’ll shoot the advert and if the drink sells, no questions will be asked.

: OK, Isee... I'll do it, if I'm confident I know who the Tony guy is, maybe it’ll

work. Either it does or we’re going to have a very confused situation, probably lose
the deal.

: Just do your best James, that’s all we can ask, you said you wanted face to face

experience, it comes sooner than you imagined!

: Yeah, and it won’t even be my face! I can’t believe I'm going to do this, oh well,



it could be the end of my PR career or the beginning of an acting career in one day.
Let’s do it!

R A A A A A A A A A A AR EAREANES

(B3l - EAMBRABXFTHF L L — L0 A, SRREF X LK,
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