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Unit |  Interview

I. Practical Objectives
After studying this unit, students are expected:

1) To know the background information of job interviews.
2) To learn the useful terms and sentence patterns of interviews.
3) To practise what you have learned in this unit through interview simulation.
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II. Practical Basic Knowledge
1. Background Information

The Successful Interview

An interview is designed for the employers to narrow down their choices for a
particular position. It is also the first impression you make on a potential
employer. A job interview is an event that can be prepared for and mastered.
There are a few simple things that you can do to portray professionalism,
confidence and leave a positive impression to ensure success from an
interview.

Body Language

Your body language speaks volumes and you need to ensure that it portrays
you in a positive light.

e Offer your hand in a firm handshake.
e Speak in a clear and strong voice.

¢ Maintain eye contact and sit upright to let the inteviewer know that
you are listening and interested.

Speak with Confidence

The interview is your opportunity to showcase your talents and experience; it is
therefore essential that you exude confidence.

e Never put yourself down with negative statements.

) Do not apologize for lack of experience, instead point related
examples that show your ability to learn.

o Do not use weak words like “| guess” », not bad” or “pretty good”.

e Say positive things about yourself and project an empowered
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impressive smile, be enthusiastic but do not overdo it.

Dress and Appearance

What you wear for an interview depends on what type of job you are applying
for. An office job will require a different attire than a factory job or a
construction job. If in doubt, dress conservatively.

Dos:

e Have neat hair, and ensure fingernails are clean and trimmed.

e Shine your shoes and iron clothes.

e Don't wear torn, soiled, wrinkled clothing.

e [Don't dress casual.

e Don't wear a lot of jewelry. (Men should avoid earrings. )

e Don't wear a lot of cologne or perfume.

e Don't wear athletic shoes.

o Don't eat spicy, offensive smelling foods prior to the interview.
e Don't wear sexy clothing.

¢ Don’t chew gum or smoke.

e Don't wear a mini-skirt.

e Don't wear heavy make-up.

Show that You Are Reliable

The interview is the first test of reliability, so make sure you arrive on time or a
few minutes early. You are trying to tell the employer that you will show up for
work on time, get along with fellow workers and can be trusted.
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New Words and Phrases
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interview

narrow down

the first impression
potential employer
(be) mastered
portray professionalism
body language

in a positive light
maintain
opportunity
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negative statements
apologize for
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athletic shoes prpif 33
spicy adj.  FEHH
offensive adi. BLH, ALK
prior to T _
chew gum g} 17
mini-skirt n. RAREE
wear heavy make-up RIS
reliability n. A EEpE
show up EH

get along with RIS AR AL
fellow workers Gk

2. Language Focus

A ; Talking about personal information (%&£ T N1EHL)

Would you please say something about yourself?

Please tell me about yourself?

Could you introduce yourself firstly?

My name is Xu dongming. My English name is David. I'mnow 23 years old. I
graduated from Tianjin University, majoring in English. I am very happy to
meet you here. I have enough confidence in this interview. Thank you for
giving me this opportunity.

What do you do in your spare time?
Can you tell me something about your hobbies or interests?

I like reading, listening to music, especially pop music, and I enjoy
outdoor sports.

What about your family?
What does your father do?

B : Talking about education (ikit#EHE)

Tell me about your education background.
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What’s your major?
What did you major in?
I majored in business English.
Why do you choose this major?

I'm so interested in English. I 1like doing the job connecting

international affairs.
Would you please introduce the courses you learned in college?

My major courses are business English, foreign trade English,
international trade, business negotiation, international business

secretary, marketing, finance.
What course did you like best?

Business English, of course. Because I think it must be very useful for

my future work.

C : Talking about qualification and skills (%iCYHEUEH R BE)

Have you got any licences?
I've got driving licence.
Have you got any certificates?

I've got BEC1 and CETé English certificates in college, which is
difficult to get except hard working.

What about your computer ability?

T am familiar with computer operation. I am fluent in Windows and Office
2003 software and network.

D ; Talking about work experience and activity (iRip TAEZEREET])

Could you tell me something about your job background?

Is this your first job?
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I am a student. This is my first job. However I think though I haven’t

experience in this field, I'mwilling to learn.
Did you participate in any activities in your college?
Did you take any part-time job?
I did English tutor for middle school students.
I served as an interpreter for one joint-venture company in my holiday.
What have you gained during the part-time job?

Of course, I earnedmoney for my tuition which relieving the pressure on

my parents. And then T learned how to cooperate with others in society.

E ; Talking about others (%5 H Al 77 )

How much will T be paid, if you don’t mind my asking?
Can you provide accommodation for me?
What sort of fringe benefits do you provide?
Do you have paid holiday per year?
III. Practical Content and Requirement
Requirement and suggestion for practice .

The key point of practice in this unit is to simulate the interview and career fair on
site. With the help of teacher, put every three desks together in the classroom. Some
students sit behind the desks as interviewers of different companies. Other students,
as interviewees, come to interview. The groups of interviewer should prepare the job
ads. for their companies and stick them on the wall. And the other groups of
interviewee should prepare the resumes and CVs in their hands for interviewing.
Meanwhile, the teacher needs to go around the groups to help them solve all kinds of
problems occurred anytime. Besides the above comprehensive practice, the teacher
could arrange students to practise according to the following order as well.

Practice 1. Make conversation

Work in groups and make up a dialogue according to the following situation. Suppose
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you are the personnel manager of one large joint-venture company. And your partner
is one who has just graduated from college. He wrote his resume and sent it to your
company last week. Luckily he received your interviewing call yesterday. Now build
up a talk with your partner about the coming interview and act out in class. The

following aspects are required to be involved in your dialogues;
a) Personal information.
b) Job objective.
¢) Qualification.
d) Educational background.
e) Work experience.

f) Skills & hobbies.

Practice 2: Tough questions and smart answers

(1) Work in pairs. There must be some tough questions in job interview. Do you
feel nervous at the moment? It is very important for you to handle embarrassing
situation and turn it to your advantages in the end. The following lists of questions are
some tough questions we may meet during the interview. With your partner together

try to answer them reasonably and wisely.

1) Why do you like to work in our company among many other companies?

Why are you interested in our company?

2) Why should we hire you?
What can you bring to our company?

Can you convince us to hire you?

3) Why have you changed your job so often?

Why did you quit?
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How long have you been out of work?
And what have you been doing during this period?

4) What are your strengths and weaknesses?

What’s your greatest achievement and failure in your work experience?

5) How do you think about your former boss?

6) If you fail to do your work well, what are you going to do?

7) How do you feel about work overtime?

Can you work under pressure?

8) What are your salary expectations?

Which one is more important, your status or money ?

9) Are you an aggressive person?

(2) Then after answering the above questions, with your teacher you need to elect

the best group that gave the smart and reasonable answers.

Practice 3: Job advertisements

Work in pairs. The following articles are some job advertisements published in

newspaper and Internet. Discuss with your partner, which ad attracts you most and
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why? If no appropriate position for you, would you please write one ad more suitable
for you?

Qingdao Ocean Shipping Supply Co., Ltd. was a new-established professional company
invested by Qingdao Foreign Supply General Corporation in 2001. The General Corporation was
founded in 1958. It was the first ocean shipping company that was exclusively engaged in
supplying the ship’s provision, ship’s home articles, ship’s material, ship’s spare parts, duty free
goods authorized by the State Council. It was also a member of CFESA, ISSA, Qingdao Seaport
Association and Qingdao Seaport Ocean Shipping Supply Association.

To meet the development of our company, we are recruiting new people to be part of our

team. Welcome to join us!

PURCHASING MANAGER

University/college graduate or above, major in technical related fields
Mini 3 years of purchasing and international trading experience

Good command of English in writing and speaking

Also prefer to have Japanese capability

Willing to have overseas trips for export oriented business

Familiar with pc windows package

SALES & MARKETING MANAGER

College above, male

Mini 5 years of experience in foreign trade

Good command in English

Strong sales oriented

Willing to go abroad frequently and can work independently

Working location; Beijing

SENIOR ACCOUNTANT

Bachelor degree or above in accounting

At least 3 years of experience in accounting and taxation fields
Experience in local

Project accounting experience a plus

Fluent in written and spoken English

Strong interpersonal skills

EXECUTIVE SECRETARY
Previous experience as top management executive

Can work independently and under pressure

Initiative and to facilitate top executive carry out major tasks i
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Fluency in English both speaking and writing

Certain experience in the administration function

HR OFFICER

College or above graduate major in human resources management

Familiar with recruiting, hiring, and training practice for both senior level personnel and entry
level staff

Familiar with retail operations

Good communicator, problem solver, and cheer leader

PRODUCT/TRAIN OFFICER

College or above graduate

Familiar with retail operations

Fluency in English, willing to receive extensive training

Capable of handling and developing training programs independently

Previous experience in product/training

OTHER :

Practice 4. Resume
(1) Please write one resume for yourself based on the following example.

(2) Suppose you are the HR manager of one company. With your teacher together,

elect and exhibit one who writes the resume best in class.

Guide to Resume Writing

A resume is a brief summary of your abilities, education, experience, and
skills. Its main task is to convince prospective employers to contact you. A
resume has one purpose:; to get you a job interview.

Resumes must do their work quickly. Employers or personnel officers may
look through hundreds of applications and may spend only a few seconds
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reviewing your resume. To get someone to look at it longer, your resume must
quickly convey that you are capable and competent enough to be worth
interviewing. The more thoroughly you prepare your resume now, the more
likely someone is to read it later. Here are key tips to help you prepare an
effective resume.

1. Personal Information

Include your name, gender, age, address, telephone, e-mail address
and so on. Remember your contact information should go at the top of your
resume.

2. Job Objective
An objective tells potential employers the sort of work you're hoping to do.
3. Education and Qualification

New graduates without a lot of work experience should list their
educational information first.

e College names you graduated and your diploma, degree.

e Your specialty, main course, especially the curriculums that are in
accordance with your job position.

e Qualification and certificates, including CET6, BEC2, international
business secretary, accountant and so on that can help you show your
professional ability.

e Academic honors, including your scholarship, award and prize.
4. Work Experience

Briefly give the employer an overview of work that has taught you skills.
Include your work experience in reverse chronological order—that is, put your
last job first and work backward to your first, relevant job. Include:

e Title of position.

e Name of organization.



