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Yes. We need a secretary, an opening at this time.

e

A ) ‘ Hi, my name is Wu Jia. You have a job available
now, don't you?
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What kind of vacancies do you have?
PRATTA WP R 25 k2 Do I need to bring any credentials?
RFEN kg2

Is this vacancy still available?
EXAHREAS? What should I do to apply for it?
FRRLZ ERE NI R AL

What are the requirements for the posi-

tion? When is Mr.Li available?
DX AR ARAF A A2 2 56 B 4B A R ] 2
I’m inquiring about the job.
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Susan: Hello, this is Susan, I am wonder-
ing if you are hiring now.
Tom: Yes. We happen to need an accoun-

tant.

Susan: Oh, great! I believe I am the one

college of business in June of this year.
Maths was my favorite and the best subject .

at school, and I have learned to operate '

Computer.
Tom: Very good! Would you tell me about
your employment history?

Susan: Since I have just finished my study,

I have never been employed before. But I |

am willing to work and learn hard Would

you like to give me an interview?
Tom: Well, how about this Thursday?
Susan: No problem. Thanks.

Tom: See you then.

Susan: Goodbye.

" ase Study
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who you want. I just graduated from the |

| 8-
R SRR, W
548 BIEER,
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Background: HHHTHRIFEHAEATARERBFRL, A7 If'ﬁkﬂﬁ%ﬁﬁﬂé}ﬁ E&E
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Background: #BEM LERTREME R, TRESAAKR, RERRSMZARMER.

Mary: How did you hear about this posi- | IR : R EAKEH X NEHK?

tion?
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Peter: From the Internet. LS. RN EEE8,
Mary: Really? Do you know something  ¥17ji . E&ID24E T EFR{1/AST?

about our company?

Peter: Yes. This is a great company. Your ;1&'9: JEHI]Q_EE/\—LTE RBHHEW MR
products are very popular. I know you AL BHE., BREGRTEE
could use someone like me. : %Eﬁ”&?ﬁﬁ#ﬁqko

Mary: Well, you are confident. . B, RBaE,

Peter: Yes. I'm sure I am fit for this job. - #"mE: 20, BHEERESXMIE,
Mary: I hope so. oW . B,

Peter: I'd like to set up an interview time | {78 . FRFBERRBREAE— N HiEm%,
with you as soon as possible. :

Mary: First, e-mail your application mate- IO : ERBENKIRAR BB FiiE R4

rials to the website of our job agency for .

enrollment.
Peter: No problem. When can I receive

your message?

Mary: Within one week, you can check it

T R

EEW:

online, and you will know the interview :

MAAF T HMLE,

B8, B ARRESEIER?

—BzZ A, &I ERER, RERAE
[i T

time. .
Peter: Thank you very much. #%5: FEF MW,
Mary: You're welcome. Eﬂﬂ_ﬂz AES,
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SoE 4 S €8

)

Confirming the Information
wiLE B

Background: 3 KZEMMMIA T/ -4 Rl ABC AFELRN, TRITREAEZREREK
RSk,

John: Hello, this is ABC Corporation.E
May I help you? ,
Amy: Yes, I'm interestd in the job you KZ* 26, BXRMNSXAEEREK LS
ABNFBI S RERIGE, 1§50 X NERAL
HaB?

A% /4, XER ABC 23], BHATED?

advertised in today’s newspaper. Is it Stl]l'

vacant? X



John: Yes, but what qualifications have you
got?
Amy:

ness. | have rich experience in selling. I've
worked in the sales department in two |

companies during these years. I’ve also taken

some courses in English, so I can commu-

nicate with people whose native language is

English.

John: Fine. Do you have your resume?
Amy: Yes, I can send you a copy of my re-
sume if you like.

John: That does sound good When can we
have an interview with you?

Amy: Whenever is OK.

John: OK. Please come to our company |,

tOWOITOW morning.
Amy: OK. Thank you.

ock Battle
L i) €D
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I've got a Bachelor’s degree in busi- ,

- .
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¥
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I'd like to apply for that position.
TP IF AL,

Background: RESRB—RLTHHBR, ﬁﬂﬁﬁ*iﬁ#ﬁﬁﬁ%ﬂiﬁﬂﬁ L]

HFR/AEmNg,

Wu Jia: Hi, my name is Wu Jia.You

have a job available now, don’t you?

Receptionist: Yes. We need a secretary, an |

opening at this time.

Wu Jia: Oh, great. Could you tell me a

bit about the position?

Receptionist: You’d be responsible for an-

swering the phones, takingmessages and

= f#:
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greeting guests.
Wau Jia: I'd like to apply for that position.

Receptionist: Very good. Please fill out |

the application, and send it to our Person- '

nel Department.

Wau Jia: Yes, I'll do. May I leave my tele-
phone number to you so you could get in '

touch with me when interview chance is

available to me?

Receptionist: That’s good. Tell me, please.

Wu Jia: 13811658370.

Receptionist: Thank you. I'll tell you

when and where for interview.
Wau Jia: Thank you. Bye-bye.
Receptionist: Bye-bye.

PR 72 T RS AER
o~ e i i

1. We happen to need a receptionist.

2. Id like to apply for that position.

3. 'm calling to see if you are hiring at
this time.

4. Are you here for the position adver-
tised on the Internet?

5. | would like to know if that position
is still available.

6. Thank you for your time.

7. Requires minimum two years experi-
ence in accounting.

8. Ability to work on the night shift is a
distinct advantage.

9. Under 25 years old.

R BRHEXARN,
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hire | 2R
employee . ER
connect |  EBX%
( NS respond to... . Rg-er, B
~ & L5 available | TEBH, TR BH
44 & : position i 125172
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m apply for BiE
el _4 advertise I~
general office clerk « AHAEXR
office assistant | H/AZBEHE
cashier . HHR
typist . TFR
tourist guide = SR
accountant £t
reporter . icH
1 instructor I
receptionist «+ EFR
broker 2% A
secrefary - o)
opening ZEWRER{L,H=
inferview + (BFEAIEE) @i
qualification #4&
\\ demand ©  EX J

G 2 pRumEL’

1. There are mainly three ways to gets L R TAEEER =S W&,
a lead on a job: advertisement, recruitment ' AA ¥ B B A 4B . Xy AR Al
and using an employment agency. All are, 47, 7E4R TAERT, £#B AT LA .
valid and there is no reason why a candidate .
can’t use all the methods at the same time.

2. The online job search has explod-. 2. W _FSRERAVER & FE , B BBt i
ed and become the most heavily used tooli WA TR BN AT AR A A MY TAE
in finding jobs in the new century. The: [, HREAE AEHR A7 RE REUEE T
Internet can offer an astounding variety of, B TA4E.
job resources that enable job seekers to:
find current job vacancies where they livee
as well as thousands of miles from home.
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I wonder whether you have received
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I have read your resume.

my resume. RES RGBT .
BAHHE RN DRABE T RAGE .

— Are these all your credentials?
Here is my recommendation. XA UER ARG ?
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Background: E{#iTHIFAEEHEE AN ARFRITACHEE, EBATHEES

B, EREHNAIACERATERHEHANE,

Mr. Smith: Hello, New Century
Company.
Wang Jun:
Smith?

Mr. Smith: Speaking, can I help you?
Wang Jun: Mr. Smith, my name is Wang ,
Jun, I'm calling to see if you have received

Hello, may I speak to Mr. |

my resume.

Mr. Smith: Yes, we have. But we have no
idea about the final decision yet.

Wang Jun: I am sure I am qualified for .
the post in your company. Could you think .
favorably of my application and kindly grant
me an interview?

Mr. Smith: Okay, how about 10 o’clock
next Monday morning? Is that okay with
you?
Wang Jun: Great! I'll get your to office on .
time. Thank you very much.

Mr. Smith: You are welcome. See you
next Monday.

Wang Jun: See you then.
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Wang Ming: I got my resume done.

Lin Shan: Are you going to go job hunt- .

} FHH: BICEHEEFT
Wil ARERIMET?



ing?

Wang Ming: I think so. But [ want you FHE

to go through my resume for me.
Lin Shan: Let me take a look. L MR
Wang Ming: Here you are. FHH.

Lin Shan: Why don’t you put your tele-. 3
phone on it? :
Wang Ming: Is it necessary? :

Lin Shan: Of course. They can’t connect; ki
you without telephone number.

Wang Ming: Right. What else?

address.

Wang Ming: I have got all those.
Lin Shan: Then your work experience, 1f R
any. '
Wang Ming: I do have some experience.
Lin Shan: Put down any awards, honors,. Mfﬂﬂ

publications and presentations.

Wang Ming: I get the idea. Thanks a lot.

ock Battle
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Lin Shan: Write your address and e- mall Wi . ESRHUEFIE FE5,
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We thought we would like to ask you
to come here for an interview.

BATA 38 R B R AT Wi A K i -
Background: ZEK SR TIMDT S, FM 40 R TERIBRSE 3 TS B S5 o S

AR RERZHIEMER,

Miss Fang: May I help you?
Mr. Chen: Yes, I’'m here for an mter—
view as requested.

Miss Fang: You are Mr. Chen?

« 10 -

- FVE: BRFITG?
F?ﬁ’n‘:ii._ 28, R NER XN,
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Mr. Chen: That’s right.
Miss Fang: Please take a seat.

Mr. Chen: Thank you, madam.

Miss Fang: We have received your recom-'
mendation and resume, and we thought we'

would like to ask you to come here for an:

nterview.

Mr. Chen: It is a great pleasure for me toE

have this opportunity for interview.

Miss Fang: Have you brought your cre-.

dentials?

Mr. Chen: Yes, here they are. This is my.

ID card. This is my diploma.
Miss Fang: OK. That’s great.

ock Battle
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Please prepare a copy of resume.

e — W

Background: BERE T— BN T, LRBER, BESKLR, LBAEE—HEH,
B 248 KT T 1S, S5 EMRAES ML,

Lucy: Hi, Amy. Haven’t seen you for a
long time. How have you been?

Amy: OK, expect I've been looking for a
job for days, and I haven’t found one yet It’s

so hard finding work these days. Have you :

had any luck?
Lucy: Yes, I've got a job, an interpreter’s

job in a company.
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