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Unit
Job Interviews

or many, a job interview is the most critical
F:mndﬂwmb%mmpmw%Jnmmnn
persuade the employer that he/she is the most
suitable person for the opening, the candidate
has to impress the employer with his/her
appearance, personality and qualifications.

HEEAME. TETRRRRIBTRAETENFT.
EINEE EEEREHEERRZRANREANE,
MAFAESIR. M. TR RNERHTELEARXEET
RZIAENR.



Partl Warm-up

1. Work in groups. People join different companies or organizations for various

reasons. Which company or organization do you want to join? Why? See if
your reasons are listed below. If not, note it/them down. Then compare with

your partners’ choices and their reasons.

A. 1t pays well.
B. The job is interesting and challenging.
C. There are overseas training opportunities.

D. It’s a famous company/organization.

r
e
G

2. Discuss in groups. What advice will you give to people going to job interviews?

Part Il Listening and Speaking

Task1 FAQs in job interviews

You, a hotel management major graduating in two months, are applying for the
position of Management Trainee at Shangri-La Hotel. The interviewer will ask
you three questions. Read the questions and try to give a brief answer to each
question. Refer to the hints if necessary. Then listen to the sample answer to each
of the questions.



Qf. Tell me something about yourself. < 3
Hints: @ position-required educational background -
@ job-related experiences é‘_
@ your interest in the job =1
@
2
)
s
W

Qg. What are your strengths and weaknesses?

Hints: @ strengths: use examples that demonstrate skills required for the position
® weaknesses: pick out one that will not disqualify you from the job
and show your determination to correct it

Q?- What makes you apply for this job?
Hints: @ your interest in the job and the company

@ learning opportunity and career advancement

LA

Task 2 Inappropriate questions in job interviews /))
/
Listen to a conversation between an interviewer and a Word Tips
candidate. Note down the inappropriate questions raised probationary i
by the candidate and list your reasons. Then compare |t insurance A &K
your answers with your partner’s. The first one has been / base J& S EEAE -

-

done for you.
Inappropriate questions Reasons

Is that your wife, Mr. Carter? Avoid asking your interviewer personal
She is so beautiful. questions or making personal comments.
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Part lll Language Focus

General process of a jOb mterwew

Openmg Estabhshmg a frlendly atmosphere

® Ihtmduce yourself.
e Have a small talk about weather, traffic, etc.

'

Middle: Exchanging information

General questions /\ Position-related questions

Be prepared to talk about: Be prepared to discuss:

e your personal details; e reasons for leaving last job;

» your education; # details of the job and the company;
e your training experience; e qualifications and skills that make
e your work experience. you fit for the job;

e short-term and long-term goals.

'

Closing: Leaving a lasting impression

® Ask one or two questions based on your pre -interview research.
e Arrange a call back to get the result.
¢ Thank the interviewer.

® Say you enjoyed the interview.

Opening

I am Li Ning. Nice to meet you.
o 1 have come for an interview as requested/invited.
1 have come at your invitation for an interview.

It’s a lovely place here.




Middle: General questions

Personal details
¢ Ihave been living here since my childhood.
e Ithink I am quite outgoing/easygoing.

¢ I'm afraid I'm not very creative, but I'm tolerant, slow to anger, tactful,

caring and friendly.

Education , .
I graduated from ABC university laét year. .
1 have obtainedlrcceivéd a BAlan MA degree. |
I majored/spgcié;lized in business management.
My major is business managemen;:.
My scores at cbﬂege were all above average.

1 won the university scholmMp for four years on end.

Work experience
e I’ve been a Sales Manager for three years.
¢ Iam now working for T&T Company as a receptionist.

¢ I was employed by Jackson’s from 2005 to 2007 as a clerk.

Middle: Position-related questions

Reasons for resignation

« 1didn’t like the culture of the company and' I see no chance of
advancement there. .

¢ I have to leave my present post only because the company is going

 bankrupt.

* Istopped enjoying the work I did. I lost motivation and decided it was time
 to move on.

Luun
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Reasons for application
» Well, I know you do a very international business, so I thought I would
learn some advanced methods of management here.

» My past experience and my major in the university are closely related
to this job.

Qualifications and skills

¢ [D’ve got a CPA certificate / a driver’s license.

o I can type 100 words per minute and I can take shorthand at 80 words

per minute.

¢« My English is expressive and I can read Japanese. I speak both
Mandarin and Cantonese.

Job fit

¢ I’m familiar with accounting since I’ve worked in a bank for three
years, so I think I’'m qualified for the position.

¢ I’m looking for an opportunity to apply my skills and contribute to
the growth of the company while helping create some advancement

opportunities for myself.

Closing

Raising questions

¢ Do you have a training program for new employees?
« Id like to know if there would be any chance to work abroad in the future.

s Could you tell me a little bit about the employee benefits such as...?

Farewell

e Thanks for your time.
» You can reach me any time at your convenience.

o I’d like to stay in touch and follow up with you in a week or two to see
how the process is going. How do you prefer that I communicate with

you—by email or phone?




Follow-up practice

Work in pairs. Listen to a job interview and note down the information about the
candidate. Then role-play the job interview with your partner according to your notes.

Name: Cai Ning

Personality:

Strengths and weaknesses:

Work experience:

Qualifications:

Reasons for leaving last job:

Questions about the job:

Part IV Viewing and Speaking

Video 1 Applying for the position of financial consultant

Pre-viewing /
Gord Tips

1. Work in groups. Here are five aspects considered consultancy BHAT

important in a job interview. Rank the importance.

. tackle 4b3
Compare your answer with that of your group members
and give explanations. i
notify =&
appearance
passion or determination for the job
personality

suitable experiences
academic background

Luun
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B ). Look at the following pictures to have a rough idea of the video.

The setting

Cathy Mandel interviews
Chen Bo.

Director of the HR
Department of a leading

A senior university student

international corporation

Viewing

Watch the video and complete the table below.

Reasons for joining the company

Relevant work experience

Questions

Result of the interview

WTO

The WTO (World Trade Organization) is an international organization that
regulates trade and tariffs between nations in order to ensure that trade flows

smoothly, predictably and as freely as possible. Based in Geneva, the WTO

functions by negotiating multilateral agreements which are then ratified by

the member nations in order to protect their trading rights.




Post-viewing
Discuss the following questions in groups.

1) What are Chen Bo’s strengths and weaknesses for the position?

2) Would you give him the position if you were the employer?

Video 2 Applying for the position of Sales Manager

Pre-viewing

1. Discuss the following questions in pairs.

1) Why do people change jobs?

2) What are the main responsibilities of the Sales Manager?

3) What qualities and skills do candidates for the Sales
Manager need to have?

s

Word Tips

cosmetics ki
entail B=E

2. Look at the following pictures to have a rough idea of the video.

Harry White

Director of the HR

position
Department

She applies for the

of Sales Manager.

The setting

Harry White interviews
Merry Wang.

L Hun
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