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English at work

1. Help-Wanted Ads

Looking through the help-wanted ads in your local
newspaper is sometimes a good way to find a job, es-
pecially part time or for short duration. The follo-
wing are some examples of help-wanted ads:

Experienced maid. General housework for American
family. Some English required. Live in. Box 375,
Taiwan Journal, Taipei.

Smith and Co. required experienced stenographer-
secretary and 2 clerk typists. Send personal hi-
story to Persomnel Dept., 12, Shao-An st., Taipei.

Office boy wanted. Able to type and speak English.
Part—time work by student acceptable. Fairley En-
terprises. Phone 367-2332.

Baby-sitter wanted by British famfly. References,
ability in English required. Good salary for right
person. Phone 782-4564.
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Young, hard-working man for position Sales Dept.
Excellent salary and opportunity for advancement
for right person. Experience in foreign trade and
fluency in English essential. Do not apply in pe-
son. Mail personal history statement to Taipei
Foreign Sales Co., 2, Nan-Hi Rd., Taipei.

2. Situation-Wanted Ads

If you're looking for work, an ad in the situation-

vanted column of your local newspapers might produce
good results. Give your qualifications and the kind of
work you want. The following are some examples:

Male college graduate, 25, driver's license, wants
job as chauffeur for foreign family. Highest refe-
rences. Box 34, Taiwan Journal, Taichung.

Experienced clerk-typist seeks job in foreign firm.
Fluent English. Age 24. Female. Box 44, Taiwan Jou-
unal, Taiwan. Learn spoken Chinese. Latest scienti-
fic method. Small classes in late afternoon and ev-.
ening. Phone Terry, 341-2342.

Chinese male, 27, graduate of American university,
seeks position teaching conversational English,.
Experienced. M.A. in linguistics. Box 54, Taiwan
Journal, Kaohsiung.
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3. Answering an Ad by Phone

Many companies and people prefer to do preliminary
screening for hiring over the telephone. This saves
a lot of time and the bother of processing written

applications.

—Taipei Foreign Sales Co.

—May 1 haye your Perscnnel Department, please?
—=Just a momept, please.

~Personnel Department. Mr. Hobart speaking.

~I'm calling about your ad in this morning's’paper.

—Oh, yes. Are you interested in doing some work in

4

foreign trade?
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~Tom Ko.
~Thank you. Are you a university graduate?

~Yes. I graduated from Taiwan University last year.

1 majored in economics,

—Have you had any experience?
—Just a little. Mostly part-time work.

-1 see. Well, frankly we're locking for an experienced
person. But your English sounds pretty good. Perhaps
we could train you ourselves. Could you come over to

see me this afternoon?
~Yes, sir. What time?
—-About three.

—Yes, sir. I'll be there.

—Please bring a copy of your personal history statement,

too.

.

~Yes, sir.
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—0.K. I'll see you this afternoon, then. Thanks for

calling.
—Thankryou.
—Good-by. B X

—Good-by.

—Hello.
—Hello. Did you have an ad in yesterday's paper?

~Yes. We did. But I'm afraid the position's already
been filled.

—1 see. Well, thank you just the same.
~I'm sorry. Good=-by.

—Good-~by.
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—-Hello.
-Hello. I'm calling about your ad for a baby-sitter.
~Oh, yes.

~I'm a student at Chin-Yih Women's College. I'm free

every evening after five o'clock.

—I see. Well, we're looking for someone for the eveni
Perhaps you could come over and see me.

—Yes. I'd be glad to. When would be convenient?
~Well, today's not so good. How about tomorrow morni .

~I'm sorry, but I have classes in the morning. Would
the afternoon be inconvenient?

~No. I don't think so, About four?
—Yes. That'd be fine.
~Good. May 1 have your name?

~Yes. Debbie Chen.

-1 1-
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—I see. Well, thank you for calling, Miss Chen.

—Not at all.

4, Answering an Ad by Letter

Use the form for business letters shown below. If
possible, the letter should be typed. Be extremely
careful to speli the name of the person or company
you're writing to correctly. A carless mistake in
spelling the name would probably immediately disqua-
lify you for the position. Letters of application sh-
ould be brief and to the point.

An Example of Letters of Application

234, Ko Nan St.,
Taipei,
July 18, 19-
Smith and Co.
12, Shao-An St.,

Taipei

Gentlemen:

I should like to apply for the position of stenograp-
her—typist in your advertisement in the Taiwan Journal
July 17, 19-.

_13..




—RET BB EER MAE -
— R

4. MEOEREMR

HATAGERAOIR  THROELL
FEBRBATH  RABERAFESFTEH A
ZRAFEWHYREER » 2 BB R HRRET 8
REBBERT SEEME I - BB E M
B o

BRkEH

Rl HRERYE 234 B
19— %7 A 188
U3 (NG
BltWmRBEE 120

yEHxE:
REEBRA2OR I9—~F7HI17TRESR
WEEMABBRELITTAKRSEHN -




