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Part 1 Human Resources Department
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3 Unit One Employment BB & T

Simulation Conversation EITAE
< Conversation 1

A: 1 wish our competition would quit poaching our people! When Susan resigned last week to
work for Sunburst, she was our fourth employee to leave us for them!

B: Have you ever considered that perhaps we have a morale problem among our employees?
If everyone is discontent with their work, of course they won ’t stick around.

A: Well, those who do leave will soon find out the grass isn’t as green on the other side of
the fence as they thought it was. I know Sunburst is suffering from inbreeding.

B: Inbreeding is a big drawback from snitching most of their employees from only one or two
companies.

A: With Susan leaving, we should probably look to take someone new on board.

B: Our human resources department is working on it. It’s not easy to recruit new employees
every few months! It’s hard to find qualified people.

A: Maybe we should start shbpping around the competitor’s people!

A: RABRNZAMESEERNMATAERSE! FHMLARREEBARTE,
R B VA B FFRATZ AT TARRI B T

B. HREERHEA , HMIFRATMR THIEEE LR, MRAZRM A8 THEHAME,
AU RASEEXE, ‘

A: FTEIRLE FF B AR RS R IR B I AR A TR AR . RANE SR 2
BIMELZELREMZE. '

B. JEEERANTRBR—KRER, XEENBIHASHR TREA—ITRATA
EiliEror o8

A: HTFHRBBEFT, ROTTEREFERIAREE L.

B;&mkﬁﬁﬁﬁﬂﬁﬁﬁﬁﬁ$oﬁﬁﬂ¢ﬁﬁ%%ﬁﬁlﬂ$%ﬁ§%%$,E
FRARER R A

A: RFBRIZIFEFFE—TRAXNFHRLIT .

< Conversation 2

A: Hi, Mr. Wang. I’ve got a report from Production Department and Sales Department. They
hope to recruit some new members. I'd like to listen to you. You work in Human
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Resources Department and have the last say.

: Oh, yeah. They also talked with me about the problem. Now our production and management

are going well and there exists a big demand for our products. We shall recruit new staff if
we want to enlarge our production. However, new staff means more expenses. We have to
carefully consider the time, number, and especially quality in recruiting new staff.

: Sounds reasonable, any good suggestions about that?
. Well, I think all departments should put forward plans and criteria for recruiting new staff

according to their actual needs. Our department will collect all the plans and then make a
decision at the managers meeting according to the whole situation.

. Good. Please assign the task to all departments. And we will discuss it at the meeting next

Wednesday.

: All right. I will do immediately.

WREF, Fied, AFFIIMEERIIC MREZMRE, FREHABILEF AT,
RARTOTARNTIA S BB B o '

s XA T EREEEARBEEE, BT, RIOIAFRANETLERIRE, W

EERFHMRITOTSTERER, MRBRMNEY RAESE, ROTUREHR T,
HE, #mARERENNEH I, Hik, RIWIUAEFBEBAR KR,
E, R REEEAEN R TRER.

HiEH, fEXFEREHAFRER?

RINK, SEIINAATI T TAEMERFEEL R, #HFEHR TR RIAMRE,
ANGEEIRIC G, HEBEMASREARINEAETZERILIE.

BT, BARIBERASTIIABXT LE, FEH=RITFESIHEXFIE.
i, RIXFET.

Conversation 3

Alice gave me her letter of resignation yesterday. It came as a bit of a surprise. We > 1l need
to fill her position.

Oh, no. My workload will double! When will she leave our company?

She plans to stay until the end of the month to complete her project.

So she gave two weeks. That gives us time to hire and train a replacement.

. No one will get stuck with more work if we quickly find a replacement! Now, help me

outline the requirements for a job ad.

. Ok. Anyway we will require a four-year degree, preferably Business Administration with a

good command of English.

Also with experience. We'll require three year’s experience working in a foreign trade
company. What else would you suggest?

I think the person should be flexible, creative, organized and able to work in a team
atmosphere.

Now we have a list of job requirements and duties... What about the salary range?

The salary is fifteen to twenty-five thousand dollars a month, depending on experience.
Wow, the salary is very attractive. Now, let’s go and type up this job ad.

S IRETHER MRS T BB . SR R RIS A M.
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Conversation 4

I need a good replacement. I don’t want to give Craig more work.

Here are more resumes and cover letters for you. They were faxed in over the weekend.
Good. And we should get more today.

Any decent candidates?

Not yet. I want someone experienced in our industry.

Remember, it’s company policy to interview every qualified applicant.

We only have a few. That shouldn’t be a problem.

Here are the responses we received by e-mail from our internet ads on Saturday.
There must be thirty!

Forty-three, actually.

I’ d better get on the phone and start setting up interviews.

Remember interview every qualified applicant.

Oh, and there are responses from Sunday-another sixty. Internet job ads sure are effective!
One hundred resumes? 1’1l be here all day, and I'1l be interviewing for a month.
Anything to keep from giving me extra work, right?

Wrong! Here. Screen these hundred applications for me by the end of the day!
BEFEE AL, BAESCEBEMARE TE.

XEEAH SR RoRPE, #BEFAREEERN,

1REF, SRMZESWRIELIE,

A ARGHHI NG

EEA . REREXNGRA THELERH A

oM, A FBORIEBEXT GG R RAEE HH T HEIK.

BB NEAR —L, {EIRREARIEE,

X R RATEIAS PR LER L R3E )5 Brfc 2 s DO iR
—EA 30 HTE!

PR EA 43 £,

: RESFEPITRITHRIS ZHR R,

ICEBRIH SN EAR RN AL E BEAT .
M, e EHH TR EIR —e60 3, W LB 48 ERRA R
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Conversation 5

Good morning, Miss Lin.

Good morning. Please sit down.

I’ ve received your letter, Miss Lin.

Good. What types of work are you looking for?

Just the work of a junior clerk or secretary.

Why do you want to work in our company?

I think this is a good place for me to use what I have learned in the university and also
practice my English in my work.

How long have you been studying English?

For ten years.

Have you finished college?

Yes, lhave.

Well, would you read aloud this paragraph in me newspaper in English?
Yes, MissLin. (Miss Wang reads. )

Your pronunciation is very good.

Thank you.

Can you use a computer?

Yes, 1often operate a word processor. I’m not too skillful, but I think I can learn it quickly.
Will you show me?

Yes, Miss Lin. (Miss Wang works on the computer. )

OK. Typing is not too bad. There are not too many mistakes.

I’m out of practice, Miss Lin.

A little practice will put you in shape.

I think so. Do you think you could employ me, Miss Lin?

Yes. What salary do you expect per month?

As you see fit, Miss Lin.

We’ 1l start you off at 1000 yuan RMB a month, and after three months, we’ 1l give you
1500 yuan RMB.

B EAF, M/MES

BERar, s

REME T EIRAE, MME.

KFT, HABik—oarem TAEYR?

RABR— PGSR T AR,

PRI 2ABRBATA T TAHEYR?

BRI AR TR T 4B IR K B BIROAR TS, JRAE TR SRR MIEE

PREFEDETE AT IE] 7
ATHT.
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¥ Unit Two Job Interviews X fij it

Stmulation Conversation ERIFE

< Conversation 1

A:
B

gr>

2o 2

Why do you apply for the position?

: I learned from your ad that you will provide on-the-job training for new employees. This is

just what I need, because I’m recent college graduate. I have the necessary knowledge and
skills but lack experience.
What do you hope to become?

: 1 want to prove my true value in the electronic industry, and hopefully in the near future I

would be promoted to a higher position.

Well, thank you for coming. We’ll let you know the result as soon as possible.

R AE R XA IRAL?

RMNGRATRT 4% B8, FRATAHUE BB EEBUEY, XERRTEK. EHRREI
MK, AR, ERZL%K,

. WABSEIRET A BAR?

AR TF T A EEAREEMGHE, JPAEEEHNGEIRT .
FT, BHAVKRDRRIE ., RITSRIGBIRER.

Conversation 2

Good morning, Mr. White. I am Zhang Yan coming for an interview.
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: Nice to meet you. Take a seat, please.
: Thank you.

: We have been looking over your application. I see you have got several years experience in

secretarial work. What kind of work did you do in your previous job?

I mainly did typing, filing, answering telephone calls and such routine work in the
beginning. [ started the job as a junior secretary, but within the year I was promoted to
senior secretary and I drafted business correspondence for the general manager.

: Tell me three qualities your coworkers'would use to describe you and your work style.
: Firstly, they say I am very punctual. Secondly, they think I am a cheerful person to work

with. I always try to have a positive attitude about work. And thirdly, they believe I am
flexible and efficient.

Tell me something about your education.

In 2000, 1 was admitted into Dalian Institute of Foreign Languages. I specialized in
English Secretarial Studies.

Thank you for coming. I’ let you know as soon as we’ ve made a decision.

BB, RedetE, RnfskaE, RkmiXa.,

REMILBMR, 52

i

HMNELKFHEIRNBFRT , ROBROCLHIER T TELR ., KRBT
TAE B4

: IR EZRITT . U, FEESH ¥ TAE. RIFG TAENRENERE, R

BE-FRRPETI AR, HREIEREF S,
BLRARBI RIS PR IR B A LA R T R =A T o

: B, MATRBRE—NMERTTRA. HK, MiTARR—E THERRR, RE

RS BRI EER TR, Bk, RIMERETH&E
DR 2 B E I,

T 2000 FEHAESNEIEEBERER, Tl RIGEB ¥,
RHBREBRSINRA TR, BB P 27 2B AR

Conversation 3

Good morning. My name is Wang Yang. I’ m interested in the post of assistant accountant
you advertised in yesterday’s Evening Paper, and I want to apply for the position.

: Oh, yes, we do have such an advertisement. And I’m glad that you are interested in the

job. Now, would you begin by telling me something about yourself? What are your major
courses in the university?

The main courses include Western Economics, Foreign Trade, Marketing, Financial
Management, Accounting and Principles of Accounting.

Have you had any courses on computer?

Yes, Ihave. I’ ve learned Computer Application. I can compile computer program myself.
Have you ever been involved in the accounting work?

Yes, Ihave. I was employed by the university after my graduation and I’ ve been working
at the financial section of the university ever since.
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: What about your English? Can you deal with bookkeeping and accounting in English with

ease?

: Well, Idon’t think there will be any problem. I passed the English Proficiency Test,

Band Six.

: B BMEM, BETHRMBEERKER EOHE &, R PEATHX AR

PIARBRNAR, FH H A XA

W, RHY, WATAIBRE T XAER & RIRB IR TR, BE, HHR
FERIR B ORI RERYE EBAMA ARE?
EERRBAFETEGF. WIS . WHERN. MHEHE, St Emet s,
ReEd TR YLRE G

ik WEETIHENNA, RiLak%R—EIHEIRT

ot 2t TR

), BN E—EEARM ST,

WREISEE B ARE? HRREZTE I XM F SR e F Tt T AR

R, RAEBRME, Tl T IEARFKFEFR,

Conversation 4

What do you want from the job?

I’ d like to make good use of my specialty, taste success, and improve myself.

What salary would you expect? '

The salary was three thousand Yuan per month when I was doing a part-time job. I am not
familiar with your company’s paying system. But I believe that your company will offer me
a competitive salary.

Could you accept that you should often make business trips?

Yes, Icould.Iam young and single so I can go on trips as requested.

How long would you like to work for our company, if we decided to employ you?

I’m hunting for a long-term job, not only because I prefer this job, but also because I
want to acquire new knowledge and skills in this area.

When could you begin this job if we employ you?

I’ 1l defend my thesis in late May so I can set to work in June.

Do you have some questions to ask?

Yes. Would you like to introduce the culture of your company?

The key spirit is teamwork and creation, any other questions?

I’d like to know if there is training for the new staff in your company. Besides, I want to
know if your company can settle the registered permanent residence and “Three-insurances
and One-Fund” for the students who are from other cities.

Certainly. We will give strict training to the new employees. With regard to “Three-insurances
and One Fund”, you just take it easy. Our company will settle that.

: I have no question. Thanks.
. A ENTAEPERIH A2

RAEETETRERK, RORRZ, FERBHRRTAKF
HHBEH KR E D7
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Conversation 5

Excuse me, may I see Mr. Liu, the manager?
It’ s me. What can [ do for you?

Good morning, Mr. Liu. I’'m Wang Qiang and have come at your invitation for an
interview.

Glad to meet you. We need an experienced foreign exchange settlement clerk. That’s why I
choose you as one of our candidates. Do you like to deal with math?

: Yes, Iliked math in school.
. We are more interested in finding someone who is alert and quick at figures. Do you like

meeting the public?
Yes, Ienjoy working with people.

. We have very pleasant working conditions and I think we have a fine staff to work with.

You would be assigned an experienced employee to help you. He would be responsible for
training you.

. About how long would it take to become a settlement clerk?
. It depends. Some become a good settlement clerk within three months. It takes as long as

one year for some to become good at it. Ability in speaking and understanding English is
very important. Are you good at English conversations?

. Yes, Iam fairly fluent in spoken English. I had an American teacher, and we often talk

together. Would I be using English every day in this job?

. Yes, many of our customers are Americans, so you would be speaking English with most

of them. Do you know anything about various kinds of fund and current accounts?

. Yes, certainly.
. Where are you working now?
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I'm working at Construction Bank of China , Dalian Branch.

What is your responsibility there?

I’ m responsible for foreign exchange settlement.

How long have you been engaged in this kind of work?

I’ ve been engaged in this kind of work ever since I graduated from the university in 2005.
But why do you want to leave your present job?

There are several reasons. First of all, I’m desirous of working with your bank. Secondly,
your branch is a newly-established branch in Tianjin. T think I'll be given more
responsibilities in a new establishmgnt. Last, frankly speaking, I wish to get a higher
salary.

That’s a good answer. I appreciate your being frank.

I’'m glad to hear that.

Well, we’ll keep in touch with you. I appreciate your interest in the job.

It has been a pleasant talking with you, Mr. Liu. Thank you.

Goodbye. Mr. Wang.

Goodbye.
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