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Interpreting English Recruitment Advertisement
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’E‘g:ﬂﬁ‘ %?ﬁﬁjﬁﬁ ........................... (9)
WA LTRREER B eoeeevrereens (13)

%=/ EHERBEAKER How o
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BN TAEZDT Prefessional
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HAAT BAAKAEST Secretarial Skills and
Public Relation Skills «««xeestereeseeces (70)
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B BT DA Job Titles Engaged in
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B=T TR Job Titles Engaged in
Engineering and Technology =~ ----+---* (90)
BV R95112E Job Titles Engaged in
Commerce and Accounting «*«+<=++=+* (93)
SR ATEEHZE Job Titles Engaged in
Administration = serrrereerreeseeaieaen. ( 99)
BN MR Job Titles Engaged in
Services  srrrerressrsrreasetattaaaaaan. ( 105)
BT HARRALAFK Other Job
Titles +reeererreenes Seraseraseseaieaans ( 107)
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Letters of Application & Resume
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—4 RBUFHIHE X The Form of an
Application Letter =+«=+=+sxeresesceese (115)
F SREUFAIAZ The Content of an
Application Letter =-cevermrrrasseaneens ( 1 18)
=% RBUSHIH 5] Sentences Most

Commonly Used in an Application Letter
.................................... (121)
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Examples of Application Letters in
Various of Business :=-ts=eresssesseee (140)
. W EHESS L A Position of Salesman -+ (140)
. RN SCH A Position of Office
Clerk crerrrerremrrmmiiniiiiiiieiiiiiaennn. ( 141 )
. DB AL ER 51 A Position of Clerk in
Publishing Housge ##+s+reersmessssiantiianans (142)

4. WHE253t A Position of Accountant -+ (144)

. NHEBA45 A Position of Secretary ++-+* (145)
. BIEBFTHBUHL A Position of Administrative
ASSIStAnt crcrrrreereerre e ienaiiiaiiaans ( 1 46)
. MRS 5MT51 A Position of System
Analyst .................................... ( 148)
. BN BL A Position of Cashier ++--+- (149)

9. WHEICHK 5 A Position of

Bookkeeper ................................. ( 150 )



QAT BB B A Position of
Senjor Production Planner --«-::xee-e--
11 H8 TH2Uf A Position of
Engineer re+sssseessssessessinnsinnens
12. W %4438 A Position of Editor «-----+--
13 BT 5FF4E A Position of
Marketing Executive «++=s++sseesseeenes
I%EE?&ERE A Position of Senior

15. W FEKZHh35 A Position of Junior
Secretary  +rerreeessssseeesiasinse i

16. W HELLES B2 A Position of Assayer/
PG 7 R R PR W e e

17. TR R A Position of Market

18. W HEHRH A Position of Clerk =»+++++-
19. N8 E A4S A Position of Senior

Secretary  vererrrrereessesessiniiann.
20. W HEIREE 51 A Position of Office

21. RIEERSH R A Position of

Actuary ....................................
22. W EFTE 5 A Position of Typist +--

23. W HEHUH A Position of Teacher «::++-



24, WIEE BEHEG A Position of

Pibrnitiiiiat it ahahiat 35 ot s ih -+ 1+r (170)
25. N HEEERE A A Position of
Compiler ................................. ( 171 )
26. W E231Ufi A Position of Certified
Public Accountant s=sr==ssserssersrenneae (172)
27. NEEERZL 4 A A Position of
Stockbroker —srcrereeereesrieeiiiiiiii ( 174)
28. WP S1t 5L A Position of
Economic Statistician ««s==«ssreeessaessses ( 175)
29. WIHEPE L A Position of Hotel
Claghofoessnsrrsinmimness snmpymankagn s L5 5 (177)
30. MEHFFEBIFE L A Position of
Research Assistant «=«s-sssererssrenennees (178)
FTE KRHEVEF Resume -rrorererremneneneee (181)
%F—71 MA General Introduction -+------+ (183)

ST SREAE ) =M Three
Models Commonly Used in

English Resumes o-cwrreerremrsaneans (188)

1. $%4F A U ( Chronological ) 4 H 14
fﬁﬂf ....................................... (188)
2. HRECRERNRE I R HERI TR T oo (191)
3. IBETERBITIT  corerrerrrnremanes (194)
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Examples of English Resumes

in All Trades rresererermrrreessnnens (198)
1. BN 5 Computer Programmer -+ (201)
2. AEF%8 Personnel Administrator -=---- (202)
3. B4 % Business Manager -++--r--- (204)
4. LN R Secretary =~ -veeeceeesseesseees (205)
5. fT7E{Bh 3 Administrative Assistant =-+--- (207)
6. PILEFEFF Bt Software Programmer «---+- (208)
7. MZEEH 5T Web Supervisor «-eee-we--- (210)
8. ﬂ}% Translator «=+=rtcseeerereerresecacens (212)
9. P Secretary ~ srressreresseesesinnenne (214)
10. fiﬂﬂj Attomey ........................... (216)
11. Bi & Receptionist ==« sseeesresseeneessees (218)
12. /&%) Human Services Worker ~+=+++=++- (220)
13. 2511l General Accountant -=-==-++---- (222)
14. FiHE (EFEHEE)

General Controller =+++rseesesevessnneanss (224)
15%%%@ Sales Assistant =-esesseeeeee- (226)
16.\4515;}] H Assistant Personnel

Officer ++rtrreeesrrresnresiantsaniansinnas (228)
IW%I% Marketing and Sales

Beniton 75 15 bt o SR s - (230)
18 AT 37 B H8 Marketing Assistant +-++-+- (232)



19 ATBUHTE Administrative Assistant

20. A 774 Production Manager +++++
21. IVAZE LG General Office Clerk -+
Q}ﬁ?i@ﬂi Electronic Engineer :--:-
ZW*IEW Technical Engineer =+
24, $5UIPME L Training Coordinator «++++-

23,/ Tlk T#2Jf Industrial Engineer -+ A

20#° N\ J1 8RS WS Director of Human
T o U PR T 4 R e
27. WJESCHAA G Hotel Clerk «-:ex:---+--
28. N JI%E RIS A5t Recruiter -+-+e++:
2%):“ i %53 Customer Service
Representative «++es+ssveessnssssesennes
SEVUY & H FIiE Tapical Expressions
BosdtiniRemionen o sssssustbasdbs vass
1. BECHE IR IERFIE Useful
Expressions for English Resumes =+«
(1) ULBA BB ERAE Stating Your Job
Objective; «++wsewesssnnmssssssnsanens
(2) VLB B # B Stating Your
BB tion s Kbt etith e b aicBs v
(3)ULBH TAEZ]h Stating Your Work
EXperience «++++ssseesnssesnsnnssaennnns
(4) ULBE BB Stating Your

(257)



Qualiﬁcﬁtions ......... eesmssmsssssessnes ( 267 )

(5) B4~ AN ZK 5 Personal
Qualities ................................. ( 270 )
(6) VLA ESHR Y A Reasons for
Leaving ++-++vesserssiverunssnssnsnens (275)
(7)Z23R#i7/K Requirement for
Salary .................................... ( 278 )
(8) ™ N &4 # FATE Personal
Hobbies r==ssesermressreennnnnaeennaann. ( 279 )
. TR I AR SRR 23 Useful Glossary
for English Resumes ~ ++=+«seseeerereseenn (280)
(1) TAE&PH FiENL A Useful
Glossary for Work Experience ==+ (280)
(2) BAS25% FIANL A Glossary for All
i o aneamms St bagids 2410 (285)
(3) HERE A Useful Glossary for
Educational Background =~ «+++eereeee (299)
(4) S ANZEM A Useful Glossary
for Personal Qualities ~ ++++v=reveeeee (301)
(5) T ABEHE A Useful Glossary for
Personal Data  vercreeeereesncenaeeens ( 303 )
(6) {74 H Names of Academic
Degrees ................................. ( 305 )

(7) RIELHLFRX AR Listed in the Order



of the English Alphabet «-+-+=---=-++

B=k Rk Interview

$—% MmMiABTI5 Some Basic Skills -+
%— HAIEM Goes Directly to the
Topic  +teessrerseesisnsseniinniiennns
B WHE LK Answer the Question
Indirectly «-+w=sseesasreeaseeeniennn:
=T 5SFANI Change the Role From
Defensive to Aggressive — +ex=t2eeeet

F£-F MWMRAEREME Common Problems in
P eSO e T P S
%—T9 . R4 Brief Conversations
1. Wi %EME Opening Greetings and
T (PR L T APES TSN P e
2. RTHA i b FFEH About
Name, Age, Address and Native
PO st s snidiiohl Saminins ke
3. XTEFR X About Ways of

COﬂtaCt ....................................

4. KTFUEIH 5 ZBE About Marriage and



5. XFEA R rEE L mEEE R
About School, Major and Education -+ (341)
6. XT2RH5 St About Subjects and
Credits  soscreerreresesnsensasinacaniiines ( 346)
7. RFIRIMED) S EE About Out — class
Activities and Practice +==vr=rsreremreees (348)
8. XTITHEZLLK About Working
EXperience +cteeessessssssnsasnesineiins (351)
9. XF TAERL About Working
Achievements stteseerersesrenseranniniienn, ( 354)
10. X TFHMEHEE About Foreign
Language Abilities reerrerrreneaseannnns (357)
11. RFKHEUFEE About Reasons for
Application  «=+eresssressssmssnnaneens (360)
12. KFXFHRK TAEMTHH About Plan
for Future Work t+sceeseeesssassraracaien. (363)
13. XF 551 About Personality
and Character r==reereoreseeennsronnnns (366)
14. KT HABISHER 5 4F About Other
Interests and Hobbies ~ =+=ecsereereeeeeee (370)
15. XFLTH 5% 4 About Pay and
Remuneration ««+++=ssssererosestonnsananns ( 372)
16. XF 1B H 5#H| About Vacations
s 2 S A b il i v iR (375)
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17. K FHFHR About Resignation — «w++=++- (378)
BN KR Excellent Remarks about

a Certain Topic ~ =«seseesramssnsees (381)
1. RIRIR A C Self — introduction «+++++++ (381)
2. IR AEBEX 3 TAE The Reasons
for Application ........................... (383)
3. PRFIENAIEFR The Relationship
between You and Your Boss ~ ++ereeeee- (384)
4. R R F S The Salary You
FXpeCE #+++reeesnnesssnsesnsusninieiinsaanes (385)
5. XN EEf# Your Understanding of
SUECESS  *rreerrreeresssessetaiaiaiietiaanees ( 386)
6. IRIIFEEE Your Family ~ceoceserveeennes (387)
7. RFIFIEt E IBE ST Your Ability of Using
T  -VEr TR P - (388)
8. VRILARESA] Your Spare Time =+« (389)
9. YRESHRA A Your Reason of Job -
QUItHng  ++eerreneernesens e (390)
10. RAY TAERAHE Your Working
Style =sesmersresnnesreimeiesie (391)
11. R4kt TAEHE /7 How to
Deal with Working Pressure «»++++«:++++ (392)
12. fR%F TAFBIZSEE Your Attitudes
Towards Work wreescreesrerremeeianennns. (393)



