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B Conversation Tools A5

J} Who is going to take over his work after he leaves?
e T 25, HHEEMK TE?

2} It's urgent. We have to find another person to replace him as soon as possible.
XEAHE, BRIV REBRAS —DARBAU.

37 We will have a group meeting to decide who is going to get this position.
BRAVEFF — R BOR P2 K13 B X AN R

4j We haven't found an eligible candidate.
BATEBARDEE SERBIEA

&} It seems that Bob is qualified to get this position.
FLE, BBHRATHGIXBOL

&7 What kind of people do you want to employ?
PRAEUR R ARE B A WR?

JJ We'll require a four-year degree candidate, preferably in marketing.
RIVERARED, BFREHTNNEE,

\QJ We'll require two years' working experiences.
BATERPLER TIEZL .

&7 The person needs to be outgoing, good at organizing himself, and able to work
independently.
BRI, EEARE, BN THENAS

A0 Are there any specific qualifications for the first-round interview?
HB—REIAA AR T TR

Ay All the candidates should have a bachelor degree.
B R R

127 Specialty in marketing is preferable.
B RBEHEM.

Jgf A good command of English is of great importance.

RAFHIFIEKFE+rEE,
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Model Conversations

Conversation 1

Jl=Julia=kFE J2=Jesse = K |

We need a good replacement. Since Alice left, Bob has been working overtime for a

whole week. How is our recruitment going?

Here are the resumes and cover letters for you. They were faxed in over the weekend.
And these are the responses we received by email from our Internet ads on Saturday.
Internet job ads sure are effective. Any decent candidates ?

We have many qualified applicants. That shouldn’t be a problem.

Remember, it’s a company policy to interview every qualified applicant. Screen these
fifty applications and choose 10 candidates for me by the end of the day. We will
have the first round interview tomorrow.

OK. TI'll reserve the small conference room for tomorrow’s interview.

BMNEFE-NRFHBEAL, AMLmEA AL, WP LB T HE—- 2
To BEBHITHEH?
ﬁiﬁ*%ﬁﬁﬁiﬁﬁ,ﬂiﬁ*%ﬁi*%oﬁﬁi%i&ME*ﬂéﬂ
LIBEE AP CE 6 F AR

MERBHE SERGRAR, AoEHALD?

SR ARR Y, BIERRFHE,
%ﬂ%,&aﬂi%ﬂékéﬁﬁﬁwﬁﬁﬁ@ﬁoékT%ﬁ%&Miw4~
RIREFRHAEBE 10N, AREMNASRTE @K,

EF M, ZAAELFTARBGRERG AT,

Conversation 2
__T=Tony=4#.% R=Rose=F ¥ |

: Donna gave notice last week. We’ll need to fill her position.
: Oh, no! My workload will double! How much notice did she give?

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

More work!

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. “Able to skip lunch, work overtime, meet impossible deadlines” .

No one will respond to that ad. Anyway, we’ll require a four-year degree, preferably
in marketing...

And experience !

We'll require two years’ experiences. What else would you suggest?

: The person needs to be outgoing, good at organizing himself , and able to work

independently.
Right. You don’t want to hold his or her hand all the time.
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Exactly, that just means more work for me!

It won’t be! Now, go and type up a job ad for me.

Ah-ha! Extra work already!

A EARETERYE, BNFRAFAMEKREL,

MT! RO THELWE! REEN B XYL R

R . FrARNEAR B X BI R 4 A

IHEET!

e R AATRR KRB BiAL, THERFLHE M LLEH KBABXANBIE
42 5L LR R

Boe, “TRAREFE, TAmIE, TRERERMRATRAT AN RERLN L
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BMEXAABETLHEEE, KRIZHHIHEB?

AN, EFHEE, RARRITH,
A, BERAA—-AFreFEe (M) oA

W, MEAERG I ZTELHE !

Fo! AN AR Sirh ke,
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» Conversation 3

H=Henry = ¥#] S =Sally = ###|

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

» I

: 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 a company policy to interview every qualified applicant.

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

Here are the responses we received via email 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.

IToIToInIOIOI

Oh, and there are responses from Sunday — another sixty. Internet job ads sure are
effective !

: One hundred resumes? I'll be here all day, and I'll be interviewing for a month.
Anything to keep from giving me extra work, right?

S: Wrong! Here. Screen these hundred applications for me by the end of the day!

Irw
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AREE—ANBEALR, RRBLLHBHENK S T4,
REXKF— W HAKBRE, AR KA LT R,

RIF, SR BIZELKIE e,

AR A DT

REE. BBBREINFBRAE L EBRYA,

AR, G BURMLE B xfFA M09 R E 4T & X,

AR AEA — s, Pl B iR R P,
XEREMEMSFRER LI 2 5k B8] 65 SRR 4
—ZA 303 Trel

SRR LA 43 4,

AREIFAARF BT R @miK,
WWE——F A A A6 AR E 34T | K,

K, XX ZHE KB E—60 3, M L LF H 9B H!
—BWRA? RARFERFLEZIIL, G@E—IAT.,
XEHR AT LR AR B A W T, xee?

) X ET Xk, AXTHNHKFiL— TX 100 485!

Conversation 4

S= Soph1a='§‘ JEF G =George = Ff

: Alice gave me her letter of resignation yesterday. It came as a bit of a surprise. We’ll

need to fiil 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 experiences. We'll require three year’s experiences 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.
XM ERRERXT HRIRL, TIHFRFEEER, RMNBRARRM,
BT, RO ITHEILHEMT, At L 8RB F A5 7

Wit RFE XA AR, TRMEHTE FA,

FRAREBATE T HA S, EAEH k0t 10 28R S HA
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o R AR K B RBALR, THFHRLH M, REFABRIANARH
4 g AR g Bk A4,

e, EXENEEWEHAMNSER, ZRFALLTEL LB RBEBRFHEA,
REHINZE, RNERENAAAAZS LS, REAHAER?
BRAARBRELARE, AN, AHFENFELRAARART %,
BEMALEFE T IMAEHESFRE T KELBARLS D7
REIEZEARE, AHAEILS 0002 25000 £4LF7F,

vk, IAFARBARG S, RAEZRMNKIeBHE S0 b ke,

p Conversation 5

 E SIS LR S

| W=Miss Wang = £+ M =Miss Lin = k48 |

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 university and also
practice my English in my work.

How long have you been studying English?

For ten years. ‘

Have you finished college?

Yes, I have.

Well, would you read aloud this paragraph in this newspaper in English?
Yes, Miss Lin.

iss Wang reads. )

Your pronunciation is very good.

Thank you.

Can you use a computer?

Yes, I often 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’ll start you off at 1,000 yuan RMB a month, and after three months, we’ll give

i 6.
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you 1,500 yuan.

F L3, Ao,
F L4F, A,
K OB TREGKRAE, D4,
RIFT . BRI 2GR
BRBER— DB A T,
R A 28R EAVD 8] 4R
BRBXEZRBREANSERRERFLFNGAD, FEI VLT RGEE,
hEFEXES KT
HIU0HT,
RiELKRET D7
R,
¥, KRR Fk—FX KB LA EEE 69— B L FH?
DR, AR,
FoEE)
D ARG RFEE
Wik,
G- SN R
b, BREFTRAXLFRAELG, RARRG, A TARREFELH,
TALRAED?
D ARy, AR,
Eo B R,)
DR, TFRARR, LEAK S HER,
BIFAELT T, e,
%I - THAERBLY,
#kﬁ;%xz#éé ARIN A R B T B D7
WA LEHEARE S Y THG?
45:7%5 FAER, A7
BMF4EHABR1000 LART, ZARL, #8150 1,

5???????3’”55§?§§Sf\§$F§$§$?§$??$§$?§

B Word Service Station

candidate EEA, RFEH replacement KB E A ER
decent EREG, 3% AR resume mA, BB
recruitment AR, EEFE




Dealing with Emails

Hils {71 Ak B

B Conversation Tools

Aq7 s it complicated to apply for a free mailbox?
B S B IR AR A g

@} It's very easy. You just need to fill out an application form on the webpage.
FHEEY, RATELEMT LE—AHiERE,

3} Firstly, you need to apply for a mail account. Without it you can neither send nor
receive an email. '

- HSE, RRESE RS, B HRAE I S REE AN B A Rt R BECHR

4j Please remember your ID and password. Next time when you want to enter into
your mailbox, you should register with your correct ID and password.
WHICERMH P AED, TR ARG IR, R8I 5 P 4 fs e

bR,

8} Let me give you a demonstration; try this way...
IERBIRFR — T, B

éj Why not you send a message to me on the net?

WA AREER AR AL B

2 | haven't got an email box.
A BA T HRFE

87 | don't know how to use email.

- BN Qe F e TR

9} The email | sent this morning was returned as undeliverable.

- ARBEREMERGBORERT, HRERAHE,

40 There is no Internet service in my office building.

- BATHIARBEBA MRS .

A} Do you have a computer hooked-up?

ARATBE b A LR G 7

1 Sorry, | couldn’t hook up my computer on the Internet.

KRR, BEERNERA KA,

13} No, the technicians are coming to check what's wrong about the network.

- BA, HARARD LR ML R T,

d4 No, my computer doesn't support wireless network service.

BA, REBRA SRR MEIRS .

.8



