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ExRRREA:
interview, résumé¢, enthusiasm, potential, HR Department, assistant, graduate from, be
qualified for, qualification, certificate, honor, scholarship, major, major in, subject, course,
performance, benefit, be entitled to, respective post, executive secretary, shorthand skill,
operate, social practice, work part-time as, job objective, educational background, make
full use of one’s knowledge, display one’s ability to the fullest, responsible, duplicating

machine, correspondence, competence

ExaE:
1 ) I have come here for an interview by appointment.
2 ) Imajorin...
3) Ihave a good command of...
4) Iam going to graduate from...
5) Ionce worked as a part-time...
6 ) Tell me about your education.
All right. I shall graduate from Zhejiang Vocational College of Commerce this year.

[ major in international trade.
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BNBE) FIAME

7 ) Have you done any sales work?
I once worked part-time as a sales assistant with a textile company.
I have had 4 years’experience with an import and export company as a salesperson.

8 ) Why are you interested in this company?
I think working in this company would provide me with a good opportunity to make
full use of my knowledge and display my ability to the fullest.

9) What do you know about this company?
This company is one of the biggest trading companies in the world. There are a lot
of branches in all parts of the world with the head office in the U.S.A. It deals in
business machines.

10 ) Can you tell me something about yourself and your past experience?
I have worked as an executive secretary for 5 years, first for a trading company,
and now I am working for a trust company. I interact well with peers, clients,
administrators and bosses. I thrive on challenge and work well in high-stress
environments.

11 ) What are your salary expectations? '
[ really need more information about the job before we start to discuss salary.

12 ) Why do you think you are qualified for this position?
I think my background meets the requirement of this position. My major was
computer science when I was at college, and I am quite familiar with...

13 ) And when can I know the decision?
We will notify you of our decision within a week.

14 ) Do you have any questions about the job?

15) TI'll do my utmost if I am employed by this company.

16 ) I would be pleased to have the opportunity for an interview. Thank you for your
consideration.

17 ) I am writing to apply for the position advertised in...
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ORI S I B A3 A

milEE R AHREN
(1) Canyou tell me something about yourself?
REER B B TS
(2) Please tell me why you are interested in this job.
HEIRRARN 4 xt X TR,
(3) What do you consider to be your greatest strengths?
FAH B CHEKEMA?
(4) How does your college education or work experience relate to this job?
WU ELX N AFHZBTRIEZT 5X 0 TEAEHFHXIK?
(5) What motivates you most in a job?
ft 2 B % 5 fe B R BoF TAHE?
(6) Have you ever had difficulty getting along with a former professor /supervisor / co-worker
and how did you handle it?
FTHERAREUS UM A H R/ AR/ BEHALOER? RN AXH A
T H?
(7) Why should we hire you rather than another candidate?
At 2 EATRAZ T R R A2 H A A7
(8) What do you know about our organization ( products or services ) ?
A TRMNAONA (FRIRE) , RT BoAHLL?
(9) What job-related skills have you developed?
REA LS THEHX S E?



( 10) What did you learn from these work experiences?
RMX B THEZT T F2 T H 27
(11) Do you have any work experience in this field?
X —MBAA T2 TEZERS?
( 12 ) What other types of positions are you considering?
TReE BRIt A BRAD?
( 13 ) How do you feel about working overtime?
TR Ao 3 4 o 7
( 14 ) How do you feel about travel?
frdmfe & i 27
( 15) 1 must admit I’'m quite impressed.
RAFAOAR L T E TRENE L
( 16 ) Have you got any special training in...?
R %t B R BR B G 7
(17 ) Tell me about the courses of your major at college
ERRRAFH RN L RRE,
( 18 ) How about your academic records at college?
VR oK B 8 5 b 2
( 19 ) Which university did you graduate from?
fREe b T B K %7
(20 ) What was your major in university?
RARFH B E A7
(21 ) What certificates of technical qualifications have you received?
RIRE T LB AR FAEES?
(22 ) What kind of character do you think you have?
TR A IR B A 1 A FF i AR 7
(23 ) Why do you think you are qualified for this position?
Bt AN A B X —BRAL?
(24 ) What is your expected salary?
R LW FHAES D7
(25) Thank you for your interest in our company.
AR RS AN F] B E K
(26 ) Are you a goal-oriented person?

roE —AN B AR A7

Job-Hunting Unit 1
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(27 ) Tell me about some of your recent goals and what you do to achieve them.
WK AR oy — R T ] B AR K A (T SEBLAX 26 B AR

(28 ) What are your short-term goals?
REyIE B AR AT

(29 ) What do you think of this industry’s outlook in five years?
RN Ay 54 93X MAT b B KR BT A0 {2

#HELEEANRER

(1) Thave come here for an interview by appointment.
5L 2 R 6T K
(2) Iworked for...as a ...for ...years.
B A veeens B Sy menan Ak T aavenn F:
(3) I’m a graduate of...University and have been employed as a ... with ABC Company
for...years.
g oo AKFWEYE, CAEABCAEEA SR T o .
(4) 1have 4 years’experience in staff management.
RHUFRIEENER.
(5) I’'mlooking for a growth opportunity.
K—HEFREZER KNS,
(6) Iam responsible for product distribution.
AT RNHE.
(7) Thank you for offering me this opportunity.
LG A RE AL E R
(8) Thank you for your time.
it 6 3 e8] 20 OE AR
(9) Tam looking forward to hearing from you.
RYFFENEE.
(10 ) I've come to apply for the position as an office secretary.
3K LB AN FE A X AN BRAL,
(11 ) Shall we discuss my responsibilities with your company first? I think salary is closely
related to the responsibilities of the job.
BAAR —TREFRAFHRATG? RABHFASHERTARAX R,
(12 ) I expect to be paid according to my abilities.
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KA ZRRBRI G LT HFK

REPFHIEEEHRER

(1) I majorin/ my minor subject is economics / business administration / civil engineering /
tourism / hotel management / electronics.
REB / REBCWREF / THEE / LARITH /iR / BEEE /BT¥
(2) 1Icompleted subjects like accounting / economics / finance / tourism / law / marketing /
advertising / French / etc.
RERT Ewoit / BFF / &8/ kg / 8/ EH /) &/ ZEEHE
(3) I’mattending... / I'll graduate from ...
BAe boveess | 3B e By
(4) My scores in college are above average / below average / average 90 points.
REFRWRGETEUL / FEUT / FH0%.

(5) Ihavea good command of...

(6) My favorite subject was...
KEERNEEHE

LB BB IE th ) RiA R

(1) Working in this company can give me the chance to develop my ability / to use what I
have learned in the college.
ERAFTERBENCRFEG TR /2R ETAFRFRIR,

(2) TI’ve cherished a desire to get a job where I can use English / where 1 can apply my
knowledge.

E—HEER—DRAFERIGERK / AElatE RN TE,

(3) This company is leading in electronics / computer software designing / event planning /
textile industry.

HAREERT /[ IHEPRER / TE KR/ GEAT LA TRERA,

(4) Because I think my major is suitable for this position.

B A Bk A E AR

BiARHRRIEX
(1) I’'m good at working with people /solving problems.

KETHA®E / BRI,
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(2) 1learn quickly. #& % 3] 412 % B,

(3) I'mreliable. &R %,

(4) Ihave received a Computer Operator’s Qualification Certificate.
R ERFITENEE RN

(5) Ihave the educational background and relevant experience required by the position.
RHARBAFNHBTERMEXRED.,

(6) 1am able to work both in a team and on my own.
KELAE Y5 5 A WE, k9% % S0 52 Bk T

(7) I’magood team player. # & —/~8 A HAF M B A

(8) I'm a hard-working, persevering person. I'm a fast-learner. I can work under pressure

and get along with my colleagues. I have strong organizational skills.

HIEZF, BHEHE. KFERABRE. KBEEATIHE, SRR FMEHM

Ao

()]

e A K

i PRI BOR B N FE Y, JRSRIRERE ST . 2801, PERERY I BEAAS, 1R
A AR T RE AR BRI A5 o ] D 2R S D 15 40 T SR WU AL 2 rOA Al
] RE AL T R X NS PR I B AE . (RO A HER ™ G B U, RE Y B AL
AR SRR RS o T 1 A E AR SR SR IR (R 5 D A Ot R ok

i 7 P LA A B4

>

>
>

vy

Personal data usually contains one’s name, address, date of birth, physical characteristics
(height, weight, etc.), state of health, marital status, nationality, and Tel. No.

Job objective

Work experience usually contains working time, the unit’s name, one’s title,
responsibility and achievements, laying emphasis on those related to the position
applied for.

Education contains colleges attended and the inclusive dates, degrees and the dates
they were awarded, major and minor courses, courses taken or skills acquired that
might be important to the job you are applying for and special training.

Main achievements ( Awards / Honors etc.)

References often list their names, positions or titles, address and phone numbers and
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email address.

> Such headings as skills, foreign languages, hobbies and interests, personal strengths.

RIS RS N 4215 K
RARREERERSEBMHFERX

(1) Inreply to/ With reference to your advertisement in...of ...I would like to apply for the

position of ...in your company.

% F g (B) oo (REEAE) EBERB %, RERBHAT

BRAL,
(2) Isee from your advertisement in ...that you are looking for a...
RAE AT F oo B L R G

(3) Ishould like to apply for the job advertised in China Daily of October 23
HERIEF AR TI0A238 & (FEH &) LTI RNBRRAMA
(4) Your advertisement for a secretary in Ningbo Daily of May 20 has interested me very
much. I am writing to apply for the position.
HAE THA08A (THKER) LIBEAFH) ERREXE, UG ERLE.
(5) TIlearn from ... that your company would hire...

TR p—

HAHFERORER
(1) I graduated with a degree from...in
REWY Foeeees Sl i £\,
(2) Iearned my degree from...in...
I S— - — . O 2o
(3) I am to graduate this July from Zhejiang Vocational College of Commerce, having
completed the two-year commercial courses.
HHFRMLEREN ¥, SF ARG EY THIHFLRLEKFR.
(4) In July I will complete a B.S. in Business Administration from Nanjing University with

a minor in Marketing.

CARNE TR IHEELE VO AMFINERAFEY, REHB T EHE L.
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HATEZERRER

413

(2)

(3)

I have worked as an executive secretary for 5 years in a company.
RYE— KO BASFATEHMA .

[ have had 4 years’ experience with an import and export company as a salesperson.
RAGWHFAEH#H B OAFARBEARNE

[ have been in the employment of a company for... years.

&%ﬁ ...... _{?%H_g;f_/%/l\\ﬁ]

(4) During my summer job in a joint-venture in Ningbo, I gained a great deal of first-hand
knowledge about foreign trade and learned how to communicate with people of different
interests and backgrounds.

HEZEBE, REBATH-—ZERXLLTIHE, RETREAXRNMTHNE —FF
B, AHFRTERSTRXABMAEY O AS#THRA

A TIERE D BIRAR

(1) Tam well acquainted with office work / import and export business.
BRAANETH / StHE L FEFRE,

~(2) Iam highly competent and self-motivated to work in a fast moving, ever changing and
demanding environment.
BRAT, WEATH R, THEERREGOIFE S, WRERRENTR A,

(3) I can operate the computer skillfully, including utilizing office software, I can type
40wpm, act as a receptionist, do editing and proofreading, and above all, I can work
hard with efficiency and patience.

R RGFRETEN, BEERALARYE; REFQHITIONTF, HEFR. %
ORI, REENE, RITEFARBEGHELAGRS
(4) I’'m confident that I can meet your requirements.

AR HE R AT NER,

REAXFERFENHFEEHRER

(1)

(2)

(3)

I should be glad to have a personal interview, and can furnish references if desired.
WREFE —RARKLEFT X, vRFETURSRESR.

I hope I may be granted an interview, when I can explain my qualification in more detail.
ARG RIABRANS, IHERTUEFRAHNFE TR,

[ welcome the opportunity to meet with you to further discuss my qualifications and
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your needs. Thank you for your time and consideration.
MEEFRPECLEH - P HRENFRPRNES . FFRMEW Y =R [FE
PR E R R K E

(4) Thank you for your consideration. I look forward to hearing from you soon.
WRAMNGEEREK, TRk, BHERIEFAENES.

(5) 1shall appreciate a reply from you in regard to my application.
ROFFELERREECHEEL, BHEFERB

(6) I'm looking forward to meeting with you at your earliest convenience.
M EE T B EEELE,

(7) Tlook forward to hearing from you and appreciate your consideration of my application.

MEEHEEF, mRERZRENTE, RET2RH

Warm-up Questions

DRAGTIA LR 36 2l 2 il o xR IR R 2 ), 1A O AT i R 2 5 ]
B, ARSI e A R TR RRIE WO AR R ) Xk O AT LA
gl /N, ERE T . WHRRTEIN ] LU LT S8R, skl
Answers for Reference :

1. The purpose of an interview is for a job applicant and a potential employer to
get to know each other and find out whether there is a good fit of skills, experience
and attitude.

2. HHAE T AT A R SE f A% O 2 R — 20 T g A2 75 S
ARG o AL AE4R IS 5L Tt 2 2 K LA R LA I ee S, Bilin T
PERCR . WIBAUMERE D . TAERE 155 o 38 1a i 2 AR 40 0 ol 05 100 ok 4
i) s fige e AT DDA L RN, 25K . AMSFREEES # DL IR R4

Question 1: Tell me about yourself. ( Emphasis on your education and work experience )

1"
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(e 245 SRS« O SRR T T T S S T 7 L A1 R 2 T a8 e S S T — ik, B4
RAETER — AR 2 R T o TRt R) X A el il ) SRR A T AR A e ol 7 S AL T
VEZ DT, G, YRIEMIZRS, A CAAN AMG R TT EUARXT Fig , KA R E e R &
WiiR Lo RRERIE N, A KZH TELE, BanfLIEENG A
ey, JERIHXF XTI AT . 55 LR, RIS RS AR, — Al
ARAR ) B 2o B ARAE S0 B T AN D o LUk, SN IS B B, ARAT LA
. “Majoring in business and being passionate about it, I choose marketing as my career. I've

got a lot making of a good salesman. First, | am good at communicating with people...”

Question 2: What do you know about our company?
1AM . RPN R EEARTH AR, SRS RSSO I SERE . AR

% J7'1fl. Don’t say you don’t know much. You should state that you would like to know more.

it

Question 3: Why do you want to work in our company?
FANE: NHEEFRIBIL, 2RI AR 1, o8 R E A%
]2 R . B[R] B X AN (L, ARSI ) S AR s L B T AT TR AR T
i, BT . AR =AM EER I, W A A S A T ERY AT, TR
IWHBAE A EAA, T HXITARRIE ST, AHE A C—EReigdr. ”
Suggested answer:
(1) Because your company has a good sales record.
(2) Because your operations are global, so I feel 1 can gain the most from working in this
kind of environment.
(3) Because I think my major is suitable for this position.
(4) Because I can learn new things in your company, and at the same time, 1 can offer my
services to you.
(5) Because I'm very interested in your company’s training program.
(6) Your company has a good reputation and I heard nothing but praise about it.
(7) 1can make use of the professional experience I have obtained.
(8) Working in this company would give me the best chance to use what I have learned in

university.

Question 4: Why do you want to leave your present job?
IR AR BLAE R A XA B BEA VR BRI A RN BB AL Oy ThT, f45
N ANKJE (development), HLZ: (opportunity ). T AEHREE ( working environment ) 2545



