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Lesson 1

Job Interview

: I . Dialogue
(A)

Wu Rui is an applicant ; John Martin is ;he personnel manag-
er. ,
M: Good afternoon. My name is John Martin.
W: Good afternoon. My name is Wu Rui.
M: Sit down, please.
W: Thank you.
M: Let me ask you a few questions, Miss Wu. Where do you
live?
: 1live in Beijing. :
Oh, I see. And where are you going to school®?
I go to Beijing International Studies University.
What is your major?
I beg your pardon?

What is your major?

2RER S B

: | am majoring in English.



M: Isee. Have you taken any secretarial classes or anything®?
W: Yes, I've taken typing and book keeping and I’m taking
French as my second foreign language this year.

M: Have you ever worked in an office before?

W: Yes, I had a part-time job for three months at Shen Ao Trad-
ing Co..®

M: What did you do, office work?

W: Yes, mostly typing and answering the phones.

M: Good. Now, do you have any questions you’d like to ask me
about this company?

W: Yes, I would like to ask about the salary.

M Well. The starting salary is not high, but the fringe benefits®
are much more. If you do well, we will give you raises®com-
mensurate with your ability. Any more questions?

W: No, I’m sorry to have taken up so much of your time.

M: Not at all. Very glad to have met you. We’ll be letting you
know the result of the interview sometime within this week.
Thank yoﬁ very much for coming.

W: Thank you very much for giving me your time, Mr Martin.

=

: You’re welcome. Good-bye.
W: See you.

(B)

Liu Ying is an applicant; Mr Brown is the personnel manag-
er.

L: Good morning, sir. My name is Liu Ying.

2



: Good morning.

: I received your letter yesterday. You told me to come this
morning for an interview.

: Yes, so you are Miss Liu , one of the applicants for a secre-
tary. Now we do have the vacancy. Sit down, please.

: Thank you , sir. The office here is very nice. I think the busi-
ness of your company is very good.

: Well, not bad. May I have a look at your references? <
O K. ,I’m quite satisfied with your qualificatim\ls. Our compa-
ny is in need of a secretary to .be in charge of English docu-
ments. Since you have had nearly four years’ study of English
at university, I consider you the right girl for the post. Are
you still studying at university?

;‘Yes , but I'm graduating in early July. In fact, I’m writing the

graduation paper at the moment.

: That means you can come to work in the middle of July if I
hire you.

: Right.

. Of course, I'll have to put you on three months’ probation®
first. Another thing,I hope you can carry on the daily routine
even if the office director is on leave or absent. Do you think
you can do that?

: I’m sure I can do it well. T’ll try my best.

: You can expect to get 600 Renminbi yuan per month for your
salary. In three months’ time your salary would be adjusted.
Naturally ,kzt/fhe end of each year you can get the bonus. If

3
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you are satisfied with the conditions here, please sign the con-

tract® and give it to me.

: Thank you. When do you expect me to.start my work, then?
: Let me see***You can start on July 10. Is it all right?
H Yes.

Correspondence

(A) Letter of Application for a Position

Dear Mr Martin:

In reply to your advertisement® in today’s Beijing Dai-
ly, 1 am applying for the position of secretary. My name is
Wu Rui. I am twenty years of age and will graduate from
Beijing International Studies University'in July 1994.

I have been studying English for the past four years. I
majored in Secretarial and Public Relations English among
my courses.

I would very much like the opportunity to work in your
company and convert my knowledge to practical use®.

I am enclosing a full personal history. I would be grate-
ful-if yoy would grant me an interview.

Yours sincerely,
Wu Rui

(B) Letter of Thanks for an Interview®

Dear Mr Brown:



It was a pleasure to talk with you last Thursday about
the executive secretarial position in your company. Your
company seems to have an extremely efficient and freindly
office staff;1 know that I would enjoy the challenge of work-
ing in this company.

Thank you for giving me so much of your time. I look
forward to hearing from yéu again.

Sincerely yours

Liu Ying
New Words and Expressions

interview ('intavju:) ». Hi&; &R

applicant ('seplikent) n. HiFH

personnel (,paisa'nel) n. AZE I

secretarial (;sekra'teoral) n. FHH; FRUWBHFFH

commensurate (ka'menforit) a. M, HYH

vacancy ('veikonsi) n. ZEfiR; Eib

reference ('reforans) n. M8 ¥; (LT MIT. BEHER) IERA; #
#AN: BEA

qualification Ckwolifi'keifon) n. ¥F#&

document ('dokjument) n. X, A3; ﬂff‘f‘

probation Cpra'beifon) =». XFHAHA; WIHA; WL

routine Cru:'tin) = GITAHE; HEITIE

bonus ('bounas) n. HIMENE; &

enclose Cin'klouz) wz. 8 (AX. EH#ESH) HA; BHE

grant (grant) ve. FE, #TF; 8£8F EHH)



staff Csta:f) n. (24) TIEAR; (&) BRR
executive (ig'zekjutiv] a. ITHY; fTEL LW
efficient Ci'fifont]) a. %{$EB‘J; BN
challenge ('tfeelond3) n. BkiR; BER; HIEK
major in ¥8; FI \
commensurate with 5« {##; H--HY4H
take up &5 ;

in need of EE

in charge of A%

on leave H{&

apply for Hi 7%

converte**to*** ;‘B...E& (%&) s

Notes to the Text

(DAnd where are you going to school?  {R7ZEBFJL L2 MAa)+
) B 7E HE 47 B R R B B B IE BEAT T BL 2 R — @ AT R B 1 .
41 . She’s studying law while her brother is doing modern lan-
guages. MbiZEyA, M BEANES.

(@Have you taken any secretarial classes or anything? Rzt
FRBRE AR HG? or anything A EFRIAILE X, HEMR
BRARMAEFRHNERNKEE . §EHHH or something.
4 : I’m not sure what John is going to do tonight. Maybe he’ll
watch TV or somgthing. BRAKBREAGSBKR ETH A, Eﬁz:
EMER B A8 .

@Co. & company (AH) WHE, WHTAFLFHF . company
K “/AF]” KB, FIREMRAFE (limited company, 5N
6



Co. Ltd.) LM/ 7] ; corporation HEEM “AF” &R, H
% F limited company; firm WFEH AU LR EBAN, RNEER
FAR LA, ATLAYLE this firm GXKAFD , our firm (R14
) RE. MEREFHRAE ZFFFH A incorporated, H 45
E % Inc.

@fringe benefits EF|FFill; /DFILE.

®raise HHN (S5 TH), 0 a pay raise TYFHIHIN.

®put you on three months’ probation £ K= B &y A #I.
4 ; an officier on probation B} “W 3 &”. X. You’ll be on
proBation for the first three months. L =4 A BIREGZ AR,

(Dsign the contract E&F; EARLES.

®In reply to your advertisementsss ZZE L eeoeee » BIBREE. .
In reply to yours of 12th June, we are pleased to inform you"
that you have shown the sample to our buyer. ¥R 6 H 12 H
FREWE, RICHEREZEAFNET, HFHEd.

®convert one’s knowledge to practical use 2 PAZH .

OXHFREXBBME. BOHEFUATILMEA: (1D BEER
#s (2) ibEEERE R X TERNE; () FREEE
fREg R AR AL RIS s (4) 7 BT B B R [ R B B e
(5) #hFEHE XM R TCIE R BE A R S AL R .

Exercises

1. Mini-dialogues.

(A)

Mr Kay: Twenty applications. That’s not bad for one advert. I’ve
7



made a short list of five, so we’d better call them for inter-
view.

Mr nguel; Will next Monday do?

Mr Kay: Monday, all right. I’ll see this one first, Juanita Ling.
She seems to be the best qualified.

Mft Samuel: Is she the graduate in business studies?

Mr Kay: Yes, and I hope she’s good at typing as well.

(B)

Mr Kay: Now, Miss Ling, about your qualifications. I see that
you have fluent French as well as English and that you were
working with your last company for four years. Tell me,why
did you leave?

Candidate (A): Actually, I didn’t leave. The company closed
down.

Mr Kay: Closed down?

Candidate (A): Yes, it went bankrupt. So I was out of job.

Mr Kay: I see. And have you been doing anything since?

Candidate (A): I had a couple of temporary jobs, but now I really

need something permanent.

©

Mr Kay: So tell me, Why are you applying to work for my com-
pany? :
Candidate (B): Well, I was trained in book-keeping and office

practice and I'd like to use my secretarial skills.



Mr Kay: I see. And apart from typing what experience do you
have with office machinery?

Candidate (B) : I know how to use the telex machine and the pho-
tocopier.

Mr Kay: All right. Well, I’ll think it over and we’ll get in touch

with you in a day or two. Thank you for coming.

(D)

Mr Kay : Now let me tell you a few things about the job. You
know the salary already. We pay a bonus twice a year and
we give three weeks holiday a year. Office hours are nine to
five thirty and we work a five-day week. Do you have any
questions?

Candidate (C): Er, yes. Could I ask about sick leave?

Mr Kay: Sick leave ?Well, I insist on a doctor’s certificate if staff

are away for longer than a couple of days.

(E)

Mr Kay: Miss Ling is still my first choice, so could you give her
a ring and I’ll offer her the job. If she accepts I’ll write to
the others straight away so as not to keep them waiting.

Mr Samuel: Are you going to take up her references?

Mr Kay: No, there’s no need to do that. I’m pretty sure we can
trust her. If she accepts I'll write her a letter of appoint-

ment.



I.

A: Come in. My name is John Smith. How do you do?
B:
A:

B:

A

Translate the following orally into Chinese;

(A)

My name is Liu Wen. How do you do.
Please have a seat.
Thank you.

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

I would like to talk with you regarding your qualification for

this position.

B: Yes,sir. | am very happy that I have qualified for this personal
interview.

A: Could you tell me a little about yourself, please?

B: I was born in 1968. I live in Beijing. I graduated from Beijing
University, Department of Western Languages last year.

A: Do you have any experience as secretary?

B: Yes. I've taken Typing and Secretarial Theory,and I’m taking
Secretarial Practice this year. I have received the secretarial
training for six months.

A: How many words do you have as a typist?

B: I can type 50 words per minute.

A: Do you think you are qualified for this work?

B: I think I can. I don’t mind hard job.

A: If we decide to hire you, we will notify you by telephone.

Good-bye.

: Thank you, I will be expecting your call. Good-bye.
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