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My name is... F .- HF .
Can I ask you a few questions? % At (3] 5 JL-~ [ BB 15 ?
Have you taken any...classes? {R 58 2 58 ---- HEE?

Have you ever worked before? # AR % T4 53 1 ?

4 4§ g

That s why I applied for this position. 3B £ M A #i5iX
— R

[ would like to... T & -+

4

T I'm sorry to have taken up so much of your time. 7R # %t i /i
T X 4 ZE[H .

r7 Thank you for coming. i} if 5 6 3%

Thank you very much for giving me your time. 3F# B8 #5845

it [a]

g

e
e

;, Coversation
Situation : Lily Zhang(Z) decided to apply for the
job of the secretary at Lisheng International Import and
Export Company. So she sent her c.v.(curriculum vita),
the names of two referees, and a covering letter giving
her ideas about “what makes a good secretary”. A few

days later she received a reply inviting her for interview.

2. WPEEE



Personnel Manager (M), JohnBrown, is now inter—
viewing her in his office.

B3 e A ER R 0A TR SIS,
MR E T HE KBS BRSNS L —
(B RTMATHEN— 5 R B 000, LR BEE T mkE
51, ARSI, 2 45 AT A AL

M : Come in. Good moming. My name is Jochn Brown.
How do you do??
wit, RMAE- M., GG

Z: Good morning. My name is Lily Zhang. How do
you do?
KWK AR, BAFE

M : Please sit down.
Hio

Z: Thank you.

M: So, Miss Zhang, did you find our company easily
today?
A, 3B, BATX L g0

Z: Yes, it’s an easy route from where I live in the

south of the city.

= Dayr Job Interview v%#




B, AR AR A BB LR A5 o

: Good. Can1 ask you a

few questions? Where

are you going to school?
47, FKRE R LA RIEG 7 R
TEMER by

I go to XYZ University.

o XYZ K%,

: Where is that?

B EME B0

- It’s in the south suburb of the town.

AR

: Then what is your major?

RN A

: I’'m majoring in* English.

SIRRCE I

: Well, have you taken any business classes® or any-

thing of the sort?
WE PR 2R o e DR ACH A BURE H G

- Yes, in fact, I’ ve taken typing, business management,

4.

and secretarial English and this year I'm taking the

Secretary in Training and Secretarial Theory.

L Memstl




B, RE2ESTF AL ER, URBHRE SHERX
FEEBBINSRMBRICRE,

I see. Of course, you’ve passed CET 8 both for
written and spokenEnglish.
KA 7, 4R, Rl TRl 3oE s M ER AN

ﬁD
: Yes, I’ ve got 82 marks in written and “Excellent” in

spoken.
RE KM EXSSR 82 70, DRELE"S
: Fine, I see from your application you’ve also
got grade one computer test cexjtiﬁcate. So you must
know computer very well and your typing should be
pretty good.
T R B AR R B T IR - RF RS,
B2, 53— ERAE T FHEEETHET o
: My typing speed is 100 English words per minute’.
AT RS 6 100 3 SCRH
: I see. Have you ever worked before?*
RUAT . HLARIY 2 T
.+ Yes, but just a little. I have got a part-time job to
teach as a tutor about a year. And one summer I

worked as a secretary in an international trade

« ;S‘;%.
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company.
AR HEAZ RELKPBIARR -F46FAIEKX,
e - FERA S AR,

: Oh, it was very interesting experience. How do

you like it?
WORRRHBRIAK . RREBEAR?

: Ifindit’s interesting and challenging work. I like it

and I can do it well, Ithink. That’s why Iapplied
for this position.

FERAIAE LAERE BRI L RA DR, FRAREEREL
THHREF . ARRR 9 AR RiFX — R SR A,

: Fine. By the way, do you like travelling™

& o WRETE —F R E AR kAT %2

Oh, yes, especially abroad. For me the most im-
portant thing is to find a job where I can meet and
deal with® different people from different cultures
and get much experience.

R EHEMERT, HERRMEEENRE BT
KB A SR A, M ITT RE R ARELR M
Ik,

: I'see. Your application says you’ve been abroad?

KPR T. MBS EBRHRE 2T RS

WHIB0E




: Yes, I’ve been to Australia. I lived in Sydney on a
school exchange program®.

M, E—FRERRRTEE, RATRAME, FEERE.

: Oh, really? How long were you there?

ML EMWS? RETILR TS A7

: Six months, when I was a sophomore.
6 ™A, Y HAEKRE FR,

: Very good. No wonder you speak English so well.
And you must be used to'® dealing with foreigners.
BRI MR ARM B VS X 48 R —ERAIRASE AR
.

: Yes, I am, to some extent.!!

Ry, R L.
: Well, have you got any questions?
WE R B R B ] 7 .

: Yes, 1 would like to ask about the salary™.

Ry, RERE RB KK FE,

: Well, here is a brochure with our salary scales in it,

including the standard starting salary'’.You can keep

this copy. It also gives you the rules of the house, the
health insurance and many other bene-

fits. I suggest you study them.
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BOXILEHFAXRIT TSRO/ T, K aE R
B RTUBTEANRF. BWEE X THE . BREE
B DA B HARVF 248 R Ol i AL o BRBIUARB ST — FiX &t
o,

. Thank you. I'll do it.
I, K.

M : Any more questions?

A [R] R
Z: No, I’m sorry to have taken up" so much of your

N

time.
B ARG EX A ZHH
M : Not at all. Thank you for coming, and you'll be
hearing from" us in the next few days.'®
AER . WEIREX, SILEERATILABBIEE .

Thank you very much for giving me your time, Mr

N

Brown. I certainly hope the answer will be favour-
able.
R B LT ] BB . RARFREWHFHEA.
M : You're quite welcome. Good-bye.
ME, B,
: Good-bye.
AW,

N
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B FIRIE %

QETH TARREARGERULE Gamsh— T
B0 2 0T R (6] B ] 8, 3 35 L6 R B A AT A%

(3) 75 o 45 FLEK P B0, 2 O 8 40 LB B T
B AR REXT T BB MR, KL RAR A

@) LR THABAOEFK, LRSS . ki
AMULEREFRET ETHRNL .

G)mKATEN ARG - BER FATERES YR
HE R, BEFEEUTILTE:

A REETHEE . RITHE,

B.{UKER, EZHEME. B -RAOTHIESEE, E0N
TR A B AR IE . 40 : Good moming/Good afternoon.
My name is Zhangli. How do you do? #ER XM, EH FHETF,
A mME R ElaY, SRR T . AN ERKREZE . BT LR
1% BLij-— & “Thank you for giving me this opportunity” 2 ¥ #
e

C. i BEREEREN I, (AR H RS, RS
FHEHHYRE. .

D. %4k K7 i EALS , IF # 4 1 please, thank you % i
. fnxt # ik “Please have a seat.” or “Sit down,please.” #f A4 ,
PRITT LUK Jy ] % “Thank you "SRG 4 F ., BEEELE, B4
i REEA AR LEURE R, WEA BRI
PR ABMMLE M Sk AR RELERNSNEE




RO EHEE ALIUUE e REMEIR.

(6) o] % (o) A E YR FE 4L 75, 45 T 48 A9 Tl A B2 )
6 Yes" 5 “No" i i % FEE K A C AR MWS . FEH 2
EEEREANBELT, Bilnt, M TFACAZRENNE
BN )E E AR S & TR JUBRA . MR iR
AR S E R BTN B, M, HIREHEN : “Now
please let me know your experience as a secretary? " (B {EE R &
VRGP TAZRE. VNMRERERERXTENLE,
tell you about that.” (38 TG 1% & VR £ 45 % 7 I K () B . )ARJE 4
BeRiE, I, 4R %18« “Tust a little. T worked as a secretary
in a local company last summer vacation.As a matter of fact, I’ve
just finished my university.But I’m willing to learn and I’'m sure [
can make up for any lack of experience soon.” (RM AR KL , &K
REXFREEAEYMPLAELR S, FXE RARIKSEE
WA RAREEES W R RAER AT LR RIRAME T B
HMEMER. )
2, How do you do? 37 i T M B DUy il 6 A R — K
IR, T ELT A SR T TE R 0 S, R e, ST P
)RR A [ 4% o
=% majorin EB
lf/ take...class ¥+ i
5 My typing speed is 100 English words per minute. $ 4T
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