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l. AR IAERT

Human Resources / Human Resources Department
/ Human Resources Management
A BIEEE T T T AEBRIR  ooerrovainosvasossosasssnes

The Responsibility of the Human Resources
Department

The HR manager has responsibility for all of the
functions that deal with the needs and activities of the
organization’s people.

You need to know exactly what the organization is
looking for.

Handling all the queries of the employees.

One of the main tasks is to ensure that the
employees in the organization should be offered a
reasonable salary and benefits.

It is the responsibility of HR department to develop
the employees of the organization.

Test YOUrSEIfl woevvecereeeiamniniiiiiiiiiiiiiinnen,
Test yourself! 37'}5%%’-% ......................... .
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1B I 11

A TR R ARG RFR eeeeeoreresonrattnnnnen 12
Recruitment tasks
HH % i}ﬁ £/ LT LT T LT R PR PPPRITRTPRTPRPPR PP 13

Job description

PR B —— R LR sosvisassorusrveninessosens 14

Job title: General Manager

HH 4% BH [ eeeesJCHR TAE eereveerenrenneens 15
Report to: Sales and Marketing Director
B GG B ———ff T eeeee secersnssncasacniacnannens 16

Responsible for a team of 5 people

BRG i B—— T TAHEEHAR coerereeroveessceces 17
Main purpose of job

UG Bl—— T AEHR T crecrecrrecnncnncnncenens 18
Responsibilities
To work closely with branch managers
Directing the maintenance and operation of the

general accounting system

Plans and manages technical renovation projects

B B —— T AHE ML I coeososvsostsnsscnscscnnces 22
Based at: ABC New Products Co. Ltd., Beijing

BEMHME SR wovias ssonsscuinsines craomnansnrdacs sssnannss, 28

Person Specification / Job Specification

Graduation from a 4-year college or university with



a degree in Finance, Accounting, Business or Public
Administration.
FHRESR——DIE AR IS ceverrvceconnernencnnns

Five or more years of professional related
experience
FEHR B SR ——FHHE TR cevveevercrrnirnernnnnanns

Knowledge of business and contract law

Skill in using a personal computer, engineering
applications, and data management software.

Ability to communicate in English clearly and
concisely, orally and in writing.

Must be a very competent writer of business letters,

quotations and proposals in English.

R3Sk AN A JRER. woevnnerncennnennen
Active decision-maker able to work on own
initiative.

FER 3 sk FEAl soesvvrrsunsacanss sasasvussonsioss

Willing to work overtime evenings or weekends
when necessary.

Which sources of recruitment does your company
use to find new employees?
Test yourselfl -+-eeeeeevereeieniiiiinnnnnn..
Test yourself! %35%—%:% ...........................
Test yourself! ««--- T RO S—
Test yourselfl ZE KR cccrvrinreniininninninnns
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FRA%L
B +osovesensas ssnasnassasesesassassasssssssnsssossass

Interested candidates please send your CV with
expected salary to the email address.

Please send detailed CV with Photo to us.

Please email us your resume both in Chinese and
English, together with cover letter and recent photo.
SRER A —— AR BTG coeerrrerrerrrreroenennens

An invitation to an interview

We were very pleased to receive your application
for a job as XXX.

We have received your application and we would
like to invite you to an interview.

SREN[A| T ———FF 4 ovveeerremernmnsmennnen.

We regret having to inform you that the position is
no longer available.

SRAFHEFE A evverenmeneornnsnnneiiniiiiienenneneen

Please give details of the position she was
employed in and the responsibilities of her job.

What is your view of Mr. Green's personal
gualifications?

Job Interview / Interviewer / Applicant

[EEIRFAY W] {5 5 PRI cveevnvmnnmnnneennsnnnenennans
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It's nice to welcome you here and | hope you'll
enjoy the interview.
R ——FR ] crecvererrreceerennnenteriiannnnennnes

How would you handle ...?

Why do you want to ...?

What do you know about ...?

Do you feel you are ready to take on more
responsibility?

First of all, tell us something about yourself.

AR B o5 55 b s 5o Riva Asdan ibals e cans

Well, today's interview is OK. We'll inform you in a

week. Thank you!

Test yourse|f! SR N E TE SRR VE S S E e e a e
Test yoursem @%%% ...........................

JE R S

Iﬁfﬂ%ﬁ%
Job offer

Iﬁ;ﬂ%_frg- ﬁ%ﬁtﬂﬂ’ﬁz conses sesEen EEs SR e ERS EOE

XYZ Inc. is pleased to offer you the position of

Marketing Director for our organization.
TAFREE— R SRR A UL ceeeeeeenee
Should you accept this offer, your salary will be
$60000 per year payable in monthly instaliments.
TAEBEE—— S SEAL TR ovcerverrerconconcaccnnnn.

Please let us know as soon as possible if you would
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like to accept by signing and returning one copy of the

contract.
TAEEEE — AR oeeereereereeemee e

We hope that you find the terms of this job offer
reasonable and will join us.
TAEEEE—FLSIGE R veveveeremnnnemmnnnees

Please feel free to contact me should you have any
questions about this offer or the company in general.
B ) 45 At ——— T AEIF ] weeeveomesonemmanennnannens

Normal working hours are 9 : 00 a.m.-6 : 00 p.m.
Monday to Friday, with an hour lunch.

Flexible working time, at least 3 full days / week,
can work according to project arrangement.

Your annual paid holiday is 20 days, rising to 25
after two year's service.

The employee taking sickness or injury leaves for
more than one day must provide a medical certificate
issued by a qualified doctor.

B FE] SRS AL eeeeeesvesseneenenssnnnns

The probationary period is 3 months from

commencement‘date.

R & fE—— R A R] soreererneennnnnnneseonsans
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N

employment contract

JEF AR ——FER coeserecrcsacascnccenioranisnncse  T0

Base Salary: $60000 per annum

Annual gross starting salary of $63500 paid in
biweekly instaliments by your choice of check or direct
deposit.

In consideration of your fine work, we decided to
give you a raise.

i FH 44t TRH| cssessnosinsonsannnonssssousasoss T3

You will benefit from 4 weeks paid holiday, pension

scheme and education assistance etc.

Perks include country club memberships, company
car, housing allowance, profit sharing and better
travel allowances.

All the serving employees can get a year end bonus.

BRI JBEEIRE cccovermsnnisorsrvsrcsesass 76
A copy of the company’s disciplinary procedure is

attached to this contract and employees are asked to

read it carefully.

Test yourse"’! ....................................... 77
Test yourselfl ZHZ G veverienniiiiiiianian. 78
R L)@ 79

Employee appraisal / Performance appraisal



EIi?{E LT PP PP P PR PTRPPRTE:

I'd like you to tell me how you see your progress
over the last year.

In which areas do you think you could improve your
performance?

What were your key objectives and did you achieve
them?

iﬁi@ IEJ@ R T R T TR T T T T

What seems to be the problem?

Well, I'll look into it, but I'd like to know more about
your team developing.
iﬁjl‘;ﬂ%_m e T R

What is your view on this?

PRI B LRI R weeerenernrennennennnnnnnnnenenenn

Well, you have a point there, but who's responsible
for it?

I'm afraid | can’t go along with that.
%%ﬁﬁz{@%ﬁp‘l P A SO

I'm not sure | agree with you there.

I'm not really sure if | would agree with you on that.

Then might | make a suggestion.
What do you think about changes in working

methods?
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If | could just rephrase your question. You'd like to
know ...

Excuse me. Can | just come in here?
Test yourselfl ««c-ceseeeesvsmiiniiiin..
Test yourse"r! %35%—%%

% Tk F)
FRIHEYIREY +sveovossissorssossrsssasavsrossansnosaven

A successful negotiation
BTN . HITEBRE coreeserereonncsnsannanene

The purpose of this meeting is to discuss possible
solutions for the pending issues.

Hope we can come to an agreement fast.

We would agree on one condition: Call off the
strike! You return to work immediately.

If you agree to accept the salary cut, we could
compromise on other terms.

Provided that there is an increase in sales, we can
offer a further 2% pay rise.

It would be to your advantage to accept this
appointment.

BEARETRIE cinoniniitrnnnrenrmans e mn s smniann caxionn

Let's calm down and try to find a good way.
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ggﬁ,} cretssrrscsasssatttttitttsestncerssssassssccecscess 106
Excellent, then let me conclude by summing up the

meeting.

Test yoursem 107

Test yourselfl B Z G vererrrennnianiiinnnns 108

HAR A TR ] cevverereersrersnscecaisacsanceass 109



