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Applying for a Job/
KHRRZEE

What are you going to do in the future?
Finding a good and satisfying job may be
everyone’s dream and to some extent it is the key
to success. If you are looking for a job, besides
a proper resume, it is most likely that you will
be asked for a job interview. Therefore, your
introduction in the resume and performance in the
job interview play an important role in getting the
job. In this unit you'll learn something more about
this practical topic. When a company needs to
recruit or employ a new member, it may decide
to advertise the job or position in the appointment
section of a newspaper. People who are interested
can then apply for the job by sending in a letter of
application or covering letter' (US cover letter) and
curriculum vitae or CV? (US resume) containing
the details of their education and experience. A
company may also ask candidates to complete a
standard application form. The company’s Human
Resources Department will then select the most
suitable applications and prepare a shortlist of®
candidates or applicants, who are invited to attend
an interview.
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| Recruitment/ g2

) Dialogue 1: To R

A: Hi, Mr. Li. I've got the reports from Sales Department and Marketing Department.
They hope to recruit' some new members. I'd like to have your opinion.

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

management are going well and there is a big demand for our products. We'll

have to recruit new staff if we want to enlarge our production. However, new staff
means more expenses. We'll have to carefully consider the time of recruitment
as well as the number and especially the quality of the new staff to be recruited.

Sounds reasonable, any good suggestions about that?

B: Well, | think all departments should put forward plans and criteria for recruiting
new staff based on their actual needs. Our Human Resources Department
will collect all the plans and then make a decision at the managers’ meeting
according to the overall situation.

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

B: All right. | will do it immediately.

bes

) Dialogue 2: Resignation

Jack gave me his letter of resignation yesterday. It came as a bit of surprise.

We need to fill his position.’

Oh, my workload will double! When will he leave our company?

He plans to stay until the end of May to complete his project.

So one month more. 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 in the job ad.

B: Ok. Anyway we will require a holder of a bachelor’s degree, preferably
Business Administration with a good command of English.

A: Also with experience. We will require three years of experience working in a
foreign trade company. What else would you suggest?

B: I think the person should be flexible, creative, organized and have a good

sense of teamwork.
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" Note:

A. 1REF, FHhE, HEBMHHBEDKRIERIRS, FE

1. recruit: n. #7 £; (#L# P
8 ) AN ; MFA, de:
A recruit is a person who
has recently joined an
organization or an army.
vt. 3885 AR, B, 4o
How can I recruit a great
product manager? % & #¥
BEAB B4 Aol F o g 580
Private universities already
recruit many students from
abroad. F4 % K %3 S48
THRSESGFAE,

. Notes:

1. fill one’s position: replace
one’s position &% 3£ A#)
AL

2. get stuck with: & & 32 B,
IR, do:

Why do I always get stuck
with this? A+ 2 & &2 &
L F A AP T AR



