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RIBATRER e

* 1 feel so sorry that 1 submit this formal resignation letter.
FRAR 38tk ) AR AT X B IE A FEIBUE .
* Please accept my resignation letter, because I want to go abroad for further study.
TR R EEHAE , O R AR [ 3B
* My last day of work here will be December 13th.
KB H IR 12 H 13 H,

[ can’t work here beyond next month.

R TAERI R4 H o

11

B AT, B A )y

I would like to express my thanks for your support.

X TR SCRF , FAR B RN

The decision is not easy, because the boss and the colleagues here are very
friendly to me.

HOX A VEE H A T , RO A AR AT TR FRAR 3 A4

* Thank you for your encouragement and support.

AN NIV 37 RSB E A

= It was a very happy experience for me to work here during the last year.

A FAE , 75T 2 B —AFREAE X A & — BeAR s AR A T o



BRITOE— 2

P BRI EG (H

» 1 wish you all the best.
BUAR— DDA
» I do hope we could work together again in the future.
A HUERITEA VL2 E,
= There is a farewell party for you tonight.
SHAIRER T — T E =
Don’ t forget us when you are at the other side of the globe.

MORTEHIIR 1) 55 — S, A ZAEHRATE T !
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Topic  _ I’m the expert on interviews.
% B ﬂﬁﬁ:’%a’j “ﬁﬁ” .

S B

Dialogue One ( \

Dixon: Hey, Teddy. I have an intel'view@today. How do I look?

P
i edg

v . Are you going to wear this outfit??
Jizon:Yes. This is my most formal clothing®.

l'eddy.Oh, my. The color is completely inappropriate® for an interview. It’s too
bright.

Divon-OK. 1’1l change. And here is my resume. Please proofread®it for me.
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Feddy . Do you ! ood command ol three languages?

Dixon:Yes. Chinese, English and a little Japanese. Is it necessary to add Spanish

there? I learned it a couple of months.

Feddy: I1” o But b

it ?E%'i W, ARl . WASKANTHEIL, REREARE?

i RATH X EARRG?

TRk MW, X IEX AR T .

ZEi: M, KW XANBEKRSE T, 58 A A 18 i i iR 28
AR G AREEBIE . FA, X R E, BERE—T

Fi: R0 =FIEF?
LR W, DUE SER— R HiE, ALEIRAIAIEMN Eg? RFETH
NHBE.
13
TIPS

@ interview [ 'intovju:] T

@ outfit [autfit] (HFHEMGEN) SEMRLE

@) formal clothing [F %%

@ inappropriate [ ,ina’proupriit ] A& S ), AAEFRE
(B proofread [ 'pru:,fri:d] &KX, & 1F

@ 1 good command of ... ¥FiE------
have a good command of /R “ X FEFH Y ERAL” B “KE@E” I EE, com-
mand 753X B EEAREATRAEZN @27, ME“AEBH", ERAWH
S RREET HT ﬂlju Fﬁ be good at 1Y, be proficient in 8§, be an expert in,

éX)U‘i%Z\zEI%BT EdﬁTLilR}ﬁ It”s up to you. RFE/R" HIYRIRAE " A, 40
R XT%UAB‘J@}XE@@JT ﬂ\ﬁkﬁ‘JZTJE Jesti , AT AR It” s up to you. BlAR(E
® 1 1
i"?tﬁﬂ‘]‘%m%“bjxﬂkﬁﬁﬂlﬂ?"’fH%1ﬁETH 5L, XA A AR &
Ko BN : A2 BOHRS T ] How dare you! SRR “YRIEBURIAY T7”
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. / g
Dialogue Two (

Anne IF7£#:5 Susan BJHEIR

Susan: You’ re Anne, I’ight? Take a seat. And tell me something about }1».11\1-[1.

\nne:Yes, thank you. I have worked for two years in America. Although the job is
great and well paid® , I always feel that’ s not what I really want. I couldn’t
feel at home®there, and I felt like an outsider all the time.

Susan:So you plan to work in China in a long term®then?

Anne [t depends. But I wish I could stay for a long time.

Susan : According to your work experience, you are so qualified® for our position.

When can you start to work here?

\nne: Anvtine. And by the way, what is the compensation®? Does it include med-
®q

ical insurance

I LY, RS AL, Tl R
L SR AR, RAESEETAE 7M., BARTIEAE, FKBRE, B’
SIEREAHIRLEERA R AR Z W . FEARLIRBA ZHBGE, iR R/ A C

E—RA A
I3t BT LA AR T R B TR I TAE T2
g L0 B RERAEBEEKIWAEESE,
I3 ARBE VRO TAEL S, IR 58 2 AR X NIRRT ABHERESR TAE?
LW L0 R —F A EEA AR A RE BT AR A 2
TIPS

D well paid & THEHY, =R

) feel at home HTE

@ in a long term K }j

@ qualified [ "kwolifaid | & %81

(5 compensation [ ,kompen'seifon] fREH , HEilG
(6) medical insurance ¥R
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NOTE

¢ Tell me something about yourself. /+Zi— F{f H &M
%) 2 A P R B H [A) B9 — 40 3% , ] LA A : Talk something about your-
self. @& Introduce yourself. 244X , A& A LA F 315 : Allow me to introduce
myself. i RFRM—TF BRNA.

¢ It depends. FHH L
WRARA R ARARRS T & B, T EZARGE BRI E , S AT LA Tt de-
pends. X FR“FHMN" . ALK RRETRESMERPERS, MIRFEEK
A ] BEZ YL, #eT LAk : It depends. #H4F It depends on whether I will work
overtime or not. AR EEFREA BT EMBL,

& Anytime. [fi [
24 0 N5 VR A DL T T Bl B B ], A SR AR AR A A &2 HE , AT LA Any-
time. K [, F34h, Anytime. & 0] LARTZERI A MARE B , Fon “ B 2057 .7
{5%15@]5(]‘7‘3‘%‘*% & DL, Anytime. W R7R“ BERT ZRE " MER T o

REFEHILTELAS ‘R

* Sorry, I’ m late. I prepared late last night, and overslept this morning.
AR, RIBE| T, RIEHESZIRSE, 5K P EBELL T,

* My ex-boss is very mean. I often work overtime without extra pay.

KHETEHRIAER FiE . REW MBI EARR MBS

» Did you wear this pair of old jeans to the interview? You hate it, right?
PR E X AR IHAAFE LTI S ? AR PR T, B ?

“ I’m sorry. It’s my phone ringing.
XA, R A LT TE M

15



EEERTACHRE 7@N

2 1 have worked in Paris for 3 years. So I have a good command of French.

RACRITIET 34, Fik, RIEEIEE A%,
* T am very familiar with the national book market. And I also know the company is

very competitive in book distribution.

LAEHAEEANME TS, THRBHE A RER BT ERATES .
* My previous job is to communicate with the clients from European countries, so I

have a high level of communication.

FZ HT A AR AR [E KA % 7 18 18 3 UL , PR TR B S P RE T B 3

AN T S B 60 PR ‘Y

* What’ s your biggest failure in your former job?
R b —Gr B AR R B R B R MO AT 47
" How do you see your former company and boss?
R ANRT B R UR Z AT A R R AR ?
* Can you list one aspect at least which makes you inappropriate for this job?

PREEFIZE B A —MRAE & X 0 TAER T g 7

EAEALER ‘y

* It’ s my honor that you give me an opportunity to join in the company.
HARR L RABX RIS ER AT A A,

© Thank you for your time. I’ 1l be waiting for your final decision.
SRR 8], A FE TR T R A TRE

- Excuse me, how long will I be informed of your choice?

AR, T — T o B AREWENEE?
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All about career— promotion or
dead-end

E F or AR

Bl Bl

Dialogue One ‘( \“

Topic <
4 BR3% LR

Dixon:How’ s your work lately?
Teddy .1 was a bit tired. I have been working overtime”this week.

Dixon:No wonder®you have the dark circle around your eyes®. You work very
hard; have you ever thought about asking for a promotion®?

Teddy:No, I never thought about it that way. After all, I’ ve been worked here for

less than a year.
Dixon:But look at you. You worked so hard that vou deserve it
Teddy : You” re right. But is it the right time to ask for a promotion or a raise®?
Dixon;
Teddy:Fine. 1’11 try.

Dhxon:

it FE AR - PR Bl TAE 8 AR ?

il A RILR. RXNEY—EEmE.

i ERR  BEAIRIRARA AR PE TR, AR B AR E SR TR ?
il A, MR BOX a8t . B, BRI TAEEAR 4,
1 SRR - (H MR, X 255y AR, L D

B ARUUAGA o (R BLAE R BRI BRSO AN i i g 2

17
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TIPS

@ overtime [ 'ouvotaim | JIBEAY (Hb)
(@ no wonder ¥EPE

(3 dark circle around one’s eyes SRR &
(@) promotion [ pro’moufon] $#F

®) raise [ reiz] ( T¥EHY) 3T, 3

# You deserve it. {5
MK E‘J%ﬁ%%%’%@ ﬁE‘J@EHiHT k24 : You deserve it. RN FFH o
BIELELH, MR, RN NERERE, FATE AT LA : You deserve
it 1/]\?5‘13‘"" “Z%M\E?RH‘JO

& W Ol ver. FFEIE &%
Ji’jlﬂ‘_flolfﬁﬁﬂﬂ BEAMESS, BEAMBOEAIS T, XHERINE
WEBEA 1 T AL, B A EILT 7o B, a0 SR 4 78 iR 2 i S AR
H, ?}E_IU\IR It’ s now or never. ?}L%Fj‘,f{;o

° ake it
%EDIEFP make B‘Jfﬁ?fﬁ‘ﬁfh(i JXEE’J make FR MR ()7, Filan.
How did you make it? {R&/E AMBIA)?

Dialogue Two : { \’
Susan:Hey, Anne. A I ) thinz” You look a little absent-
minded®.
Anne:Yes. 1’ ve heard that our company would downsize® next year.

Susan - Will you be affected?
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Arne -1 < o toush call. But I should think it over®. Maybe I’ d better hunt for an-
other job in advance®.

Susan : Really? My company is looking for a manager of Sale Department. Are you in-
terested?

Anne . Of course.

Susan:Great! You send your resume to me. And with my recommendation® , you
can get it.

Anne deal. And thank you very much.

R e (I R R A B O A TER T !

G R, WUTHENT AR AERERR T .

B VR 32 B e Ay 7

TZEYR - 3 AR AE HERBFAZE—T T, WiFREFIRATREAM TE,
SR ARG FRATA ] IEER G B A, /RA a7

G 4R T

IR KA T URIEARAO TR & AR, T B A R R E 2T
LY. o KR T .

TIPS

(D absent-minded [ ,absont'maindid | 0> RTEE 1K)
) downsize [ daun’saiz ] 4g/NIIAE R 51

@ think over ff4H%E

@) in advance ¥E]

(5 recommendation [ ,rekomen’deifon] #EFE

& niddle of something? {5441 "7
in the middle of somethmg FHEERRERHEFENRE”, 5 BT FRE,
3, 7] DA%, : Are you busy?
2RXF— 1*5‘%*@&5&%32%&?“@?“ AT LATE:It” s a tough call. HLHNTR
DA R BB A LR 45 SR R BERT LAFH : 1t s a tough call.

19



20

1eal.

SH7 ik AL TRES B AT AVE I s a deal. — 5 NE . XATELERL T 45E iR

HGE AT RS, MRERA G A EIEX L8 TR K",

I’ ve finally got the promotion. Thank you for your help all the time.
WATIIRT o WHER—E LR IH B

Guys, I got a raise. So the dinner is on me. Help yourself]

FAL, BINFF T o XWIIFE, WA A FER] !

You’ ve done a good job for the last year. I’ m looking forward to your outstand-

ing performance in the future.

YREAFE TAEMARIRG: . BOPFFRAR B R B

* I couldn’t insist on my ideas without the support and understanding of my boss.

VoA B SRR , A A & 47 B AR,

* Congratulations! You deserve it!

IREAR! ARBAS !

B LG EER ‘)

I’ m sorry to inform you that you are laid off by the company.

FRARHOA S FOR , RPN R T o

* If you are late again tomorrow, I’ m afraid 1’1l have to let you go.

WSRPRA KB B, R MAEREN T o

* The early bird catches the worm. Why couldn’t you be early one time?

RS ILARZ. R 2MARERA—K?



