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Scene One

Deng Li: Are you applying for the position
of secretary?

Wang Hui: Yes, | am.

Deng Li: How are your typing and short-
hand skills?

Wang Hui: | can type 100 words one minute,
and can take dictation in English
at 80 words one minute.

Deng Li: Your resume says that you worked :
in a trading company for one year. g . fRAML I KD IFME LTS

Helen: Hey, | am Helen Lin. | have seen
your website about the job vacancy. ﬂ_ﬂﬂ‘a*
WEEM L RNRBER, HTR

Is the vacancy still available?
Victor: Thank you for your request. May | 15
ask which vacancy you are enquir-
ing about now?
Helen: It is about the sales representative
position. |
Vietor: Yes, it is still open. You can email
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| your resume to me directly. After

reviewing your resume, you will be
informed of the interview.

| Helen: Do  have to get anything else rea-
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ik
inform—iR2/% Ml Finfom sb. of sth. & & Binform sb. that AT “FRKA

Dorit worryt 1 il inform you of the ime for the meeting I8, R4 SHF 57

o Swiagm.

What did you do there? ; AELTAR S LT A
Wang Hui: | mainly did typing and fiing.So-| 2 :
| EM BT WA AR
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€) Are there any vacancies in your company? | wRIRMasE AR E#3?
#)! have seen your website about the job | HBERMM A LOIRMZ &,
vacancy.
' €)1 am applying for the job advertised in the | KRS HEMAIBLER L) TR,
newspaper. .
‘@) have already filled out the application | KBRS FEBL.,
form
@ Candidates for the job should have at least | RER T IRUHREEE S BB —ESD
one year of related work experience. WATITHERYE,
'@ We’ll inform you of the result within one | {M&#%—BABRGERS.
week
@ Don't be late for your interview, or else you | H#FERE, SRIGHERHTE,
won't get the job.
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interview
[“intovju:] n. TX [ 'rezjuimei] n. &A

| submit my resume

job vacancy
BRI 2R

Are there any job vacancies | had an interview last week.

line.
in your company? EEAR—TER. ;‘Em;.t&fﬁﬂio
EEMRIN A REFRA = 62 /

apply for position
IE'aﬁ lying [parzifn]
am applyi
v n. BR{L
for the secretary.
RMEREHE e What position are
—H, you applying for?

{REPIFH LB

inform fill out candidate
[in'form] [ 'keendidot ]
o~ HE
" o | filled out the application ™ Rt &
We'll inform you of the form Candidates are required to have at
result of the interview. ' least one year work experience.
EERTHIFERE,
ENS@EmEmiKSE RN, BEEREAEY—FHIEZSR,
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Helen: Hey, | am Helen Lin. | have seen
. . | @jjﬂﬁ'ﬁ—i—

your website about the job vacancy.

Is the vacancy still available? BREMLEZBERFER, FiT8
Victor: Thank you for your request. May | 1&iE
ask which vacancy you are enquir- B S S MR AR SR @ R -
Helen: It is about the sales representative = . W]D’T;J:B’J?Eﬂ%k. Beo WRIEA
- : WA 25 R e 7
position.

. o ST R SRR
Victor: Yes, it is still open. You can email : :

; WR—~HR{ W 7
your resume to me directly. After DR AR AR ‘
reviewing your resume, you will be YT YRR B AL AT E :

informed of the interview. : B B 5 3 A, TR R i
~ Helen: Do | have to get anything else rea- | BIFRASH . HRSE IR
| dy? Fa WA S@ AR
~ Victor: Anything that can help is welcome. e IRE T B M ARG ?

N— 7 HEERG AR SRR AR T LA

inform My JH i

inform—iAl£& & A Finform sb. of sth. & &inform sb. that M\ AR “HHMEA
F=0:

Don't worry! | will inform you of the time for the meeting. "&£ & &, & & IFIRIF
| SRtiE,
| will inform you when the meeting ==
| will begin. R & BAREIFFIAHIRT 8] o
inform HRBMAHAM, Bh “&

HEE 1.sales representative W%
; She informed against the drug- 2.request [ri'kwest] n. #iEZER
pusher.ith &% 7N HmK o
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Deng Li: Are you applying for the position
of secretary?

Wang Hui: Yes, | am.

Deng Li: How are your typing and short-
hand skills?

Wang Hui: | can type 100 words one minute,
and can take dictation in English
at 80 words one minute.

Deng Li: Your resume says that you worked

4

in a trading company for one year.,

What did you do there?

Wang Hui: | mainly did typing and filing.So-
metimes | answered phone calls
from abroad.

R R

CV Fll Resume [ ik
%3 ACV=Curriculum Vitae ®R"“BH B , N ABH", R Z T, CVEMFLH,
HEEMEm, HXEHMmE,CVEE“EH”,ResumeA B “H[H", Resumetfid T
ERAEXNEEAZNEH, RMZRBAENBE EXZHNRRRAARMGRE
A B 2 ;Curriculum Vitael £ Fijt BEZE R
e T, ABEMEXUEEMEIRSGELE
¢ BX RN

1.secretary [ 'sekrotri] n. #4
2.shorthand [ ' fs:thaend ] n. #Eig
3.dictation [dik'teifon] n. IFE

- XBS AREE RS AU 7
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51450807,
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Deng Li: Have you done any work in this
field?

Wang Hui: Yes, after my graduation, | worked
in a trade company in Beijing for
oneyear.

Deng Li: What section did you work in?

Wang Hui: Export Business Section.

Deng Li: What was your chief responsibil-
ity there?

: Wang Hui: | was responsible for exporting

trade in North America.
Deng Li: So you must be very familiar with
the exporting procedures.
Wang Hui: Yes, very much.
Deng Li: That's good. It's your advantage.

to your advantage XH{REFI,

R E o

________________

#3 ! \ 2 2.advantage BIHE

cene' hree

to your advantage to contact him. #Afth$#

Ressssnsssnsnsssnsnsnnnsnnnssnss |field [ﬁ:ld]n.ﬁii

@J_E‘J wRE

TEEHOW S EMRE,

RS R AAE AR T Ay
V. T SR RIS —F T
‘ Sy AR AR —4E., '
AEWRASRI T T A

CVESE 5.

X3 FERFAT A
R T

ST IR A E B R T

CVEE R, JEERE,

X SE AREE R VRAIPE

Az

advantage [l 1] ik
advantage i3, B F&an advantage over... “tt------HRE”
take advantage of=make use of #| F( E A EH )

tn:lts

SEL AN

|

2.section ['sekfon] n. #Bi7
} 3.export [ekspoit] n. O




ECRE Tt
ﬂ4! E's 2. arrange BIAE

Scene Four

Jane: Hello. Is Helen Lin there? ‘| 'l BlME 2
Helen: Yes, this is Helen Lin listening.
Jane: Hi, | am Jane of Human Resource EITEIFEAECEIR.

Department. We have reviewed your
resume, and we’d like to arrange an LIRS ENS R VSR T A T SIS .
interview with you this week. LR R MY
Helen: That’s great! Thank you very much. AR R, PR IAE - AR :
Jane: Which day is convenient for you? L RN IR ?Efl‘]ﬁ ‘
Helen: Let's make it on Thursday. Is that all : LWE TIRIE D, %éﬁﬁ
fight? SRR,
AR KHF T A
LR ARIRR
L TEEAE <X JE DY AT ARG ?
L L ELTTR, @JHME,!
; WEAE : PO

Jane: OK. See you then.
Helen: See you!

arrange ¥ JI] %

arrange &HE, B F(EEY)
arrange for sth. ZHES 2, 10| arrange for a taxi to pick you up. RH—HH
FEXERA, |
arrange+that M\ f], 20 : She arranged
jr‘“ that we should meet at the coffee house. |

| wEsmERnENERRE.

l.arrange [a'reind3 ] v. &HE

2.Human Resource Department A7
HIRED

3.convenient [kon'viiniont ] adj. F{EH
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