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~Unit 1

Job Hunting

Learning Objectives:
You are able to:
= Design a resume

= Write an application letter

You are suggested to:
= Recognize the English terms for different positions

= Be familiar with some well-known companies
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1440 Listening and Speaking

Warm-up

Task1

Directions: Do you know their Chinese meanings? Iry to say something about them.

blouse dress high-heeled shoes handbag tie
briefcase watch necklace lighter tie-clip

4)
ﬁ)
W g " )
|

(%) (7 9 (10
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Task 2
Directions: Work, with your partner and match the following Chinese phrases with their English

equivalents.

S W school transcripts
LG team player (worker)
e iEA ntry-level work
W TAHE * a letter of recommendation
HIBA TAERE S * graduate certificate

(i ZIN resume
AN diploma
(] * referee
Oral Practice

Task1

Directions: Read the dialogue and answer the questions.

Ivy: Which school are you attending?

Alice: I am attending Hebei University of Technology.
Ivy:  When will you graduate from that university?
Alice: This coming July.

Ivy:  What degree will you receive?
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Alice: I will receive aéachelor' S deﬁeb

Ivy: What is your major? "
Alice: My major is Business Administration. 2 /)7 5 B
Ivy: How have y& been getting on with your studies so far? LR}Q 'c\elm‘}i] )Z/x{—— 3 }3%
Alice: T have been doing quite well at college. According to the academic records I’ ve
achieved so far, I am confident that I will receive my Bachelor of Business
inistrati this coming July, - N s f d
Administration degree this ‘Z;"jf g\%njt yf?,.(ﬁ?f, ) boe JC’P b 12 52,

1. When will Alice graduate from that university?

-

is July []Next July
2. What is Alice’s major?
[ ] Business Management [ 9{|siness Administration

3. Why is Alice so confident with herself ?
[]She has achieved a good academic standing at college.
|f|/§he will receive the Bachelor of Business Administration degree.

Directions: Suppose you are the interviewee for the position of computer technician in a company, your

partner is an interviewer. Use the information in the following Resume and role-play an interview with

your partner. Then reverse the role and do it again.

Inyohnsono@gmail com
*Edi

ucation
AAS Degree in Commercial Art: Digital Technologies
20022008 Nassau Community College

20002004 Mepham High School

North Bellmore. NY
N *Program Skills
R Allin Mac and PC environments.
. \ Adobe Photoshop, Ihustrator. InDevign,

Saks Asoctste
I change of small mall kiosk. respoasible for salc., imyemtory
monagement. and carc of onc hundred japances fighting fish
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Listening Practice

Task1

Directions: Listen to an interview and tick (N ) in the box at the end of the correct answer.

1. The age of the interviewee is
A. 24 years old.
B. 25 years old.
C. 26 years old.

2. The interviewee was born in
A. Beijing.
B. Nanjing.

I P R e

C. Tianjin.
3. The interviewee is now living in
A. 606 Zhongguancun Road, Apt 802,Beijing
B. 660 Zhongguancun Road, Apt 820,Beijing
C. 666 Zhongguancun Road, Apt 802,Beijing
4. The interviewee is

WS

A. single.
B. married.

el

C. divorced.
5. In the interviewee's family there are
A. Her parents, her elder sister and her.
B. Her parents, her younger sister and her.
C. Her parents, her elder brother and her.

Oodo

Directions: In this section you will hear a recorded short passage. The passage will be read three times.

You are required to put the missing words or phrases in the numbered blanks according to what you hear.

There are (1) other types of vocational schools in Germany. The first one is
the (2) School, a full-time secondary vocational school. These schools do
not (3) any tuition fees. The course at this type of school lasts 1—3 years. This
type of education prepares the students for special (4) trainings. Students can
also get a (5) graduation at the school. The second additional (6) of
German vocational schools is the (7) School, a full-time or part-time
post-secondary vocational school, and also most often a (8) school. Only
graduates of a vocational school, with (often) at least 1 year (9) experience after
graduation, are permitted to attend this type of school. The(10) at a Training

school lasts 1—2 years for full-time students and 2—4 years for part-time students.
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Task 3
Directions: Listen to a conversation and work with your partner to fill in the blanks of the form given
below.

Candidate Form

%

. Name of Candidate :

.Age:

Sexanl Sl i

. Present Address :

. Cell Number :

. Nationality:

. The position of the job you want to apply for :

. How did you get the information about this job :

Zll) Reading _

TextA
Before Reading:

/oo\lc\u-.b.uw.—

Seeing the following pictures, can you tell what they do for a living?
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5 Sure-fire Ways to Mess up a Job Interview

Whether it’ s your first interview or
just another one of many, there’ s always a
chance that you’ 11 mess up. Even the most
skilled interviewees have experienced a bad
interview where they’ ve left with their tail
between their legs. Employers are aware of
the fact that interviewees experience huge
and understand that
cause them to make mistakes. There are,

pressure stress can
however, some things which can instantly
put off an employer and ruin your chances
of getting hired, regardless of what your CV
has to offer.

Everyone has certain habits, which is
quite normal, but you should try to stop
them during a job interview. Biting your
nails due to nervousness won’t do too much
harm, but picking your nose or other body
parts really isn’ t recommended. You may
not notice you have these bad habits, so try
a practice interview with a friend or family
member who can identify any bad habits for
you to eliminate.

Avoid bad mouthing and complaining
about previous employers, even if it was the
reason you left your job. Pushing the blame
doesn’ t make you look good, rather it
creates the image that you’ re a troublesome
employee. Think of another reason to
your with  when
questioned about previous jobs.

provide interviewer
Simply
saying the job wasn’ t for you might be
enough.

Getting your interviewer’ s name and
title wrong can cause offense and certainly
won’ t win you any bonus points. If you’ re
unsure about their names and titles, it’ s best

to leave them out. Avoid piling additional

6

pressure onto yourself, just concentrate on
remaining calm and in control.

Nothing gives off a worst impression
than showing up to a job interview late—it
lack of responsibility and little
motivation. Aim to arrive at least fifteen
minutes early and give yourself extra time if

shows

you’re unsure of the exact location.

In some cases, unexpected situations
can cause you to be late for an interview or
attend employers do
understand this can happen. What really
bothers them is if you haven’ t informed

unable to and

them of your situation so they can either
reschedule you in for another time or
continue with other work while they wait
for you. If there’ s been an accident on the
motorway or a family member falls sick,
call and apologize, explain the situation and
reschedule the interview. Always make sure
you tell them you’ re still interested in the
position and that you regret the situation has
arisen at an unfortunate time.

Confidence is a positive quality which
can help you do well in the job interview
but arrogance is not. Arrogance can really
discourage a potential employer from hiring
you as you’ 1l appear difficult to manage
and unlikely to follow instruction. Make
sure you’ re eager and attentive during your
interview and demonstrate that you’ re
listening by making eye contact with them.

Avoid using

coarse language or

expressing  contradicting  views—both
inside and outside of the interview room.
There’ s plenty of time for those things once

you’ve been hired...
(495 words)
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(A7 % S ABIF I, A% ¥ A AR K3 )
Yinterviewee /'mtovju:/ n. AR LA 5 W7 P&
pressure /'prefa/ n. E(A); BA; AE(KRRE)
(W94 B X,); FE(38) B
stress /stres/ n. Zif;, EF5; BN EA
offer /'pfo/ vt. R, LT B RGBT,
s T RE
recommend /reko'mend/ Vt. (= i/)—"’- &f’v_ ‘913 IA; #4T
\-\_' s
* eliminate /1" liminert/ VL. H AR
previous /'pri:vias/ adj. SR8 ; Vlﬁﬁéﬁ; 5i—‘?'-6’3, (B8] £ ) A AT 49
employee /emplor i, em 'plori:, 1m-/
n. AL ER,RT
offense /2" fens/ n. ek, ER; AL, ik, 5k
\/bonus /'bavnas/ n. Rl BN A SR G BIRA
HIMAAZ e F
pile /pa1l/ n. ME; —3E; Rk AR
Vt. AL MR, HE; BEA
Vi. W, W
situation [sitjserf(Q)n/  n. (AW B@E, B3R ¥ 58 ;
[CFH%
reschedule  /ri:'fedju:l, -'sked-/
Vt. EHEH; EH X
inform /m'fo:m/ vt il fn
arise /a'tAa1z/ vi.& vt AR, Ry I, RBT, AT
*discourage  /dis'kandsz/ vt. 1 A Ak &'}ﬂ%’c; R i
* potential /pa(w)'tenf(e)l/  adj. BN R TR
* contradict /kontra'dikt/  vt. BB BIF; Zik; He----- H R seas A

Wﬁﬁ BF, BT BT, LR
o =

Phrases and Expressions

mess up FE, FHE
be aware of 4ol FIRE|
concentrate on 0T, o

BEF T, B B f Fonnn ¥
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Proper Names

Sure-fire: #n4y

5 Sure-fire Ways to Mess up A Job Interview: & ##Ckf 248 T 1Rk & @K
leave with their tail between their legs: & & £2.& & 7

CV: curriculum vitae (32T &) & 7

Exercises ,

I. Reading Comprehension
Directions: Circle the right answer for the following questions.
1. Why do interviewees often make mistakes in the interviews?
A. Because it is their first interview.
B. Because the employers give them a lot of pressure.
C. Because they have huge pressure from the job interview and become very nervous.
D. Because they don’t prepare the CV well.

2. Which one is not the behavior the interviewees should avoid in an interview?

B. Being aware of bad habits
Q g »nos?
D. Pushmg th@phme r
3. If the mtmeww&re unsure about the interviewer’s names and titles,

A. they can ask them before the interview.

B. they should keep calm and be in control.

C. they should cqgcentrdé on them.

D. they can give themselves a lot of pressure.
4. Which should the mtegnws not do if they have an unexpected reason for being late?

A. inform the interviewers of the situation

B. tell the interviewers youre still interested in the position

C. call the interviewers and ask them to wait for you.

D. regret the situation has arisen at an unfortunate time

5. The interviewees should not be _in the interview. s -
A.eager @ _ o

- C attentlve

——




II. Word Usage
Directions: Complete each of the following sentences with the correct form of the italicized word given in the
brackets.
1. A phone (interview) saves time.
2.1 have (inform) them of an urgent meeting.
3. I must (concentrate)on my work now.
4 (Pressure) of time meant that he became adept at writing in railway carriages.
5. Who (be in control) of the project?
6. The dispute has scared away (potential) investors.
7. The (situation) suddenly became tense.
8. The library is now (offer) computer service.
9. What about the (bonus) in your company?
10. John was (eager) to invite us to the party.
I11. Blank Filling
Directions: Translate the Chinese part Qf' the '/b/-/b(( ing sentences u ith the correct _/in‘m L_)fA the words or
expressions in the box;
mess up be aware of concentrate on interviewee eliminate
previous offense pile reschedule demonstrate
1. After the fun he’s had during the holidays, the boy can’t his school work. (% H1{F
5w
2. Can we ever poverty from the world? (FHF&)
3.If1 , I would probably be fired. (3l 1)
4. The teacher examined the students on the lesson. (FiTHI2E1T AER)
5. As time went on, people came to the seriousness of China’s population size.(1Ai5
#)
6. What questions, usually, will an interviewer ask an ? (MIRE)
7 the leaves in the corner of the yard. ()
8. Let me to you how this machine works. (787~ )
9. Because it was his first , the punishment wasn’t too severe. (#J4L)
10. I’ d appreciate it if we could our Wednesday meeting. (H#1ZHF)

e Unit 1 Job Hunting e

IV. Translation

D

rections: Put the following English sentences into Chinese.

1. Your advice will make my job-hunting a lot easier in the future.

2. The interviewer will judge the interviewee’s attitude by asking the motivation of the interviewee.
3. He was very nervous during his first job interview, which was understandable.

4. My resume shows that I have the right qualifications for the job.

Si

I learned of the position through a newspaper advertisement.



