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- UNIT 1

Interview

In this unit we’ll
e learn new vocabulary about interview
e learn about how to prepare for an interview

e learn the useful. tips
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Part 1 Warming-up exercises

1. How do you prepare for an interview?
2. “It is all one to me if a man comes from Sing Sing or Harvard. We hire a man,

not his history. ”

Henry Ford (1863-1947), American car manufacturer ( Sing Sing: a famous

prison)

Do you agree it or not? Why?

3. In your opinion, which factors are most important for getting a job?

Part 2 Vocabulary

I. Match

Find the job titles that best match the different departments.

List A
Head Office

Business Office

Personnel Department

Human Resources Department

General Affairs Department

General Accounting Department

Sales Department

Sales Promotion Department

List B

Accounting  Assistant
Accounting Clerk
Accounting Manager
Accounting  Stall
Accounting  Supervisor
Administration Manager
Administration ~ Staff
Administrative  Assistant
Administrative Clerk
Assistant Manager

Business Controller

Business Manager Cashier

Clerk/Receptionist

Clerk Typist & Secretary

Computer Data Input
Copywriter

Operator
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continued

Export‘ Department

Import Department

Public Relations Department
Advertising Department

Planning Department

Product Development Department

Research and Development
Department( R&D)

| Secretarial Pool

Deputy General Manager
Export Sales Manager
Export Sales Staff
Financial Controller
Financial Reporter

Fund Manager

General Auditor

General Manager/President
General Manager Assistant
General Manager’s Secretary
Import Liaison Staff
Import Manager
International Sales Staff
Market Analyst

Market Development Manager
Marketing Manager
Marketing  Staff

Marketing  Assistant
Marketing Executive
Marketing Representative
Marketing Representative
Manager

Proof-reader

Secretarial  Assistant

Secretary

II. Discussion

What kind of characteristics would you need to be a bank accountant, a computer
specialist, a personnel manager, a secretary, a store detective, a sale man, an
assistant manager? Here are some words to help you.

trustworthy  persistent  hardworking

tactful eloquent expressive
bright intelligent  dependable
reliable responsible sharp

punctual  careful  well-mannered
tolerant astute attentive
agrecable calm easy-going
clever moody




Part3 Texts

I. Listening
Listen to the interview. -Then complete these sentences with the words you hear.
Situation: Jenny Rose is interviewed by Mr. Frances Horibe, the Personnel
Manager of Star Company.

F. H. : Good moming, Miss Rose. Please take your . I’m Frances
Horibe, Personnel Manager. What can I do for you?
J.R. : I read an - of your company in yesterday ’s newspaper. You need a
secretary, so I sent my and now I’'m here.

F. H. : Have you worked as a secretary before?
J.R. : I'm sorry to say that I haven’t. But I finished the vocational course with the
of secretarial work. So it means that theoretically I should know

, something.
F.H. ; Oh yes, I remember now. That’s very good. Do you speak any foreign
languages?
J.R. : Oh to a certain extent, yes. I know fairly well and , a

little German.
F.H. : That’s not bad. We really need German.
J.R. : Oh, I can continue my studies in German. I’ll go to some

classes.

F. H. ; Fine. _

J.R. : If you can’t take me on as a secretary, I could be on probation for a time
first.

F.H. : Well yes. I think that in the you’ll have to learn quite a lot.

J.R. ;: I’'m willing to do that.

F. H. : Well, now... where have I put your application... oh, here it is. You see,
we need a curriculum vitae as well and photographs.

J.R. ; I'll bring them as soon as I can. ‘

F.H. : That’s good. Can you start next Monday?

J.R. : Oh yes, of course.
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F. H. ; Well then. I’ll see you next Monday at 9.
J.R. ; Thank you. Goodbye.
F. H. ; Goodbye.

II. Reading

Interview Preparation

By Richard O’Connor

The job interview is the moment of truth in job hunting. In addition to how
the interviewer sees your qualifications and personal qualities, much will depend on
how they evaluate your interview performance in general. Therefore, it is helpful to
consider it a performance or a game whose goal is. to sell the interviewer on the
idea that you are the best person for the job. '

Most .people take a passive approach to an interview, answering whatever
questions they are asked to the best of their ability. A better approach is to take
control and give the interviewer what you want to give, not necessarily what they
are trying to find out;inspire confidence —to give the interviewer every reason to
believe that you can handle the job for which you are being considered and little
reason to believe you can’t. You do this with more than the answers you provide.
Confidence is also inspired by the way you look, the enthusiasm, energy,
confidence , personal ability and ambition you show or don’t show.

The main reason most candidates do not get the job is that they don’t inspire
confidence. They don’t lose out because they don’t have the qualifications to do
the job but because their- confidence in their ability to do the job didn’t come
through in the interview. They didn’t sell themselves well enough. The reason
most don’t is because they are nervous and feel great pressure to perform. Many
people fell like failures and become even more anxiqué if they don’t get an offer ‘
after each interview. This is unrealistic. Most people who get interviewed get
turned down.

Forget about whether you are going to get the job. Just concentrate on the
interview and do as many as you can. Interviewing is a skill that is learned. with
practice just like any sport or performance. Mentally going over what worked and
what didn’t will improve your performance. Preparation is the key. Practice



answering questicns and sounding confident. Just like an actor rehearses, you are
rehearsing your role as a job candidate. It will give you the confidence to take
control when it is your turn “on stage”. When you handle the interview with
confidence, the job will take care of itself. As in sports, confidence comes from
knowing you are prepared. Never go to any interview without doing as much
research as possible’ about the company, institution, etc. Surveys in the U. S.
show that lack of familiarity with the company will hurt your chances in as many as
75% of the interviews.

Virtually all interviews about the following.

Can you do the job?

Will you do the job?

Will you fit into the company?

So, regardless of the questions you are asked, the answers you give should fit
into one of those three areas — I can do the job. I will do the job. I will fit into
your company. Like the resume, keep focused. If you are being interviewed by
the person who will be your supervisor, the questions will most likely be less
general and specific to the job itself. Your answers can be more direct and brief.

Decide the strengths you want to convey. Interviewers will be looking at how
well you back up any general statements with specific details— a good chance to
talk about some of your accomplishments. Try to relate them to the job that’s open.
Keep it brief — no more than 2-3 minutes. If you are in the U S. , you would
probably want to state how long you have been there and that you are planning on
making your home in whatever area the interview is taking place,or that you are
willing to relocate if that seems appropriate to the job. This is really your best
chance to control the conversation and present what you’ve prepared ahead.

Some people suggest narrowing the topic by asking the interviewer in what
areas they are specifically interested. It is good to be able to target it to their
interests, but that approach runs the risk of them mentioning an area for which you
are not prepared . Because it is harder to think on your feet in a second language,
the more you can prepare ahead and practice, the better. At the end of the
statement, it is appropriate to ask the interviewer if there is anything else they
would like to know.

Other useful tips for the interview include :
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Plan to be at the interview five minutes early dressed in appropriate business
clothes. Be gracious to anyone you meet. This is especially true for the receptionist
and secretarial help. Many job seekers treat them as if they were furniture. They
may be asked for their opinion of you.

When meeting the interviewer, look him in the eye, shake hands and say
something like “Mr. Smith, I’m Michael Jordan. I’ve been looking forward to
meeting you. ”

Be observant. As soon as you walk into the interviewer’s office,take a quick
look around and note family pictures,awards or books. People are generally proud
of the things displayed in their offices. If you find you have something in
common, great. Even if you don’t,a genuine display of interest will generally be
welcome and break the ice.

Make sure the conversation goes two ways. Do ask questions to involve the
interviewer. The more ihey open up the better your chances of getting clues as to
what they want. Have some questions ready based on your research on the
company ,the job, or general ones such as, “How long have you been in this
location?”. 'If the person seems open,you can ask how long they have been with
the ‘organization and what was their first position in the company. Most people like
to talk about themselves and their career and will view your interest in other people
as a positive attribute.

You don’t need snap answers to every question. Pause and collect your
thought before answering. It indicates you think before you speak.

Keep your answers brief and to the point. Don’t ramble and use up the
valuable time you have to sell yourself. Keep focuses on what you are trying to
accomplish. If questioning gets into areas you feel are inappropriate, ask why they
want to know the information (in a polite way). If their answer makes sense and
you feel like giving the information, do. No matter what happens, “keep your
head cool”.

Be enthusiastic. 90% of interviewers consider enthusiasm a very important
qualification. End the interview on a positive note. Depart in the same polite,
confident way you entered. Always send a brief thank-you letter within 24 hours.
Some interviewers like people to follow up and call if they haven’t heard anything
after a week.
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Answer these questions about the text.

. What does the interview much depend on?

How can you make the interviewer believe you are the best candidate?

. Why do most candidates fail in the interview?
. How many areas should you fit into when you answer the questions for a job?
. Which tips for the interview do you think are useful?

Complete the following expressions according to the Chinese equivalents or
synonymous of the missing words.

. jobh (BRI

personal q (MARHE)
abettera  (FEHFMHE)
i__ confidence(fFE AHEL)
g pressure( BERKES)
jobc  (GRER#E)
s answers(FAZMEIE)
p _ reaction( BUR YR )
g statement( —EHEAIFRIX)
s details( RARHY)
useful t _ (HAKET)
a__ business clothes( &AL 3 )
.beg (WHALL)
.beo_ (EBTFUE)
s answers(‘PLEEI%)
v__ time( EHHEHAE])

Translate the following sentences into Chinese.
Therefore, it is helpful to consider it a performance or a game whose goal is to
sell the interviewer on the idea that you are the best person for the job.

. Confidence is also inspired by the way you look, the enthusiasm, energy,

confidence , personal ability and ambition you show or don’t show.
Keep your answers brief and to the point.

. If their answer makes sense and you feel like giving the information, do. No



