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Unit 1 Beginning of the Interview

d X2

A good beginning is half the batile. % ¥, 4 # ¥ F B4 — %,

Culture Background

E QA

VBB, FAARBAFTR. @ik, WHEIL XRS5 R,
RABENAHEEEAMD . “FHEHELE”, NSREILAFE
1TH, AERSERIFNE - BREEER RIS,

Ak dh &k

Smart Sentences % % ’&‘ 53

S FmFRBHARK, —FASLAG AL BRI T, ARP
BXET RGP R ORAERB LB ARE, HATF R DAR LT
afHa,

1. May | come in? R AERG?

2. How are you doing, Mrs. Smith? #RiF, &« L,

3. Excuse me. May | see Mrs. Smith? T#—F, AT LA SE#H
77

4. | have come here for an interview by appointment. Nice to meet

you. RERARERN, FEHELIUR,



5. | am coming for an interview as required. IR 83 HiAH o

6. There is no certainty, only opportunity, ¥H —E</ERE, RET
B2 ERE,

7. A good plan today is better than a perfect plan tomorrow, 43X
iR R e E R,

8. Failure is never quite so frightening as regret, H2ME 4 AZE
9P b

9. Men don't follow titles, they follow courage, A {738 ¥ B 8%,
MARAIFEE

10. If work has no intention, it’s not work at all. It’s an empty motion,

MRIAERA Bin, BRARTAE, MESRBTH.

==—Sample Conversations % f & #

Dialoglle Loy + S S O S T e -"+‘.

A: Can | help you?

B: Yes. I've come to apply for the position as an office secretary.

A. I'm Smith, the clerk of Human Resources Department. What’s
your name?

B: My name is Wang Fang. Mr. Smith, how do you do?

A. Nice to meet you, Miss Wang. We have received your letter in
answer to our advertisement. | would like to talk with you regarding your
qualification for this interview.

B: I'm very happy that | am qualified for this interview.

A. Now, talk something about yourself, please.

B. Well, my name is Wang Fang. W -a —-n—-g Wang and F —a —n
—g Fang. | was born on May 17, 1982---

B % @ malIRI] QOP T Med
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AR AaEg?
i, RERMEBIHAZHE—RN,
: REEEW, ANEEBHRE ., RMtAa8F?
: RMEF, LEMkd, 557,
s MEXGARKRENEL,. RIICLSKUBRHNEE, REMKKRIR
RFHRMBHEE,

B: BEAVLSSMEARBIRFERE,

CA: B, BEFERREBRHAFRE,

B: ¥, RMEK, W-a-n-gF*, F-a-n-g i, R4&ETF

1982 45 H 17 H-----

>® > o >

@
DEALOBUE 2 4 ot m e oot mcp b m s e e e - e &

A: Tell me a little bit about yourself, please.

B: My name is Sunlin and | live in Beijing. | was born in 1980. | will
graduate from Peking University this July. | have majored in accounting.

A: Would you tell me something about your family?

B: There are three in my family, my parents and myseif. My father

is a teacher and my mother is a worker.

A: REETFRES —BRHFLG?

B: ®mmsk, HfEdbnl. RHAET 1980 £, SFE-LAKMILT KE
iy, REBHE VRS,

A: BRRBIRIKBERSLG?

B: RMNKX=0OA, RLBANR, RUER MW, RERR—£
T Ao

Dialogue B b v e i s e o s o i b e m e s e

A: What kind of character do you think you have?



son.

@ >» @ »r

™ > O >

®>PP>2>2>ro>

: Generally speaking, | am an open —minded® person.
: What is your strongest trait?

: Cheerfulness and friendliness.

: How would your friends or colleagues describe you?

. They say | am a friendly, sensitive, caring and determined per-

. What personality do you admire?
. | admire a person who is honest, flexible and easy —going. @
: How do you get along with others?

: | get on well with others.

: WA RRRAT AR AT

BRI, B NBEBRAHBA,
A E BRI R4
IRMANA ST

: RHB R R RS AT AR

A TRR BB AL . BUR. ROMAFFRLBA
PRI R Rp PR N7

BIRFWRE . RIETHEBHELHRN.

HABI AL ERE?

: RABINALBRE

Tips for Job Hunting

& & ik

ER S HFRR AN T — R, MARBER LM TS,

@ open-—minded adj. (¥E¥5) FRAM, FEH
@ easy —going adj. BN, FEEA

& & ® & malJaju] qOp T Med



 EmEEASYRRE

REBERSMTERTRITERA B — S RAF R, 50T 8286 K&
BRI, XR:EIERE B LB M, A

1. Dont be late. AREEREF|,

2. Be prepared to describe your experiences. /B HEIEFTTHES.

3. Don’t answer questions with only a “yes” or “no”. A& H L%
“BT RE AR,

4. Don’t speak too quickly. EEEAEEAMR, EiFEH,

5. Make eye contact. MMRBHMMHIZR, RELESHIAEHETH
B E

6. Research the company. You should know as much about the
company and the position as you possibly can. As you do your research,
look for points where your interests, capabilities, goals, and personality
match the company’s needs or whatever needs you think they might
have. THIAZBICEEE LR FNBARKER, iLEEREHRRE
X THE

7. Don't lie. Xt TAELBFZEARBEIANER/IE.

8. Don't reveal too much. HiXE RNEWREIFEAZ BERRERK TR
%, R BAERN BB HIRR R T RS TAERIBE 1.

9. Don’t speak poorly of or belittle past job experiences. REL 57
fRAERTA TR, FRERHOERFUSREREHMTINA

10. Keep your shirt on. {£&:%&,

J: Hey, honey, keep your shirt on.

C: I'm wearing a skirt today, not a shirt. You made a mistake.

J: In fact, you were the one who made a mistake. “keep your shirt

2

on ” means to keep calm.

J: H;%, %%H‘J, {%ﬁ%}%a

C: REAKXFHHBT, FPEFK, IRFHETH,

J: Bz N, BARFEEEM ., “keep your shirt on” RAFRREHERE
W



2072 H A P4 Keep your shirt on B9EHE, FI77 3 AR 4R EE EAK
Mo XANERARR: JIBMARITE! LEEREEDINBE “Bi
R, Blvah, BlEK” BEE,

PPN
Easmile+.»**+++++w4++b+.q’+++4+ ——

Install Telephone
A young business man had just started his business, and rented a
beautiful office. Sitting there, he saw a man came into the outer office.
Wishing to appear busy, the businessman picked up the phone and pre-
tended that he had a big deal working on. He threw huge figures around
and made giant commitments.
Finally, he hung up and asked the visitor: “Can | help you?”

The man said; “Sure. I've come to install the phone. ”

RERIF
—MERRARDTRMAER, 8T -HEINHIAE, REPIE,
fE R—MAMSEEHPAE, XMERARERILHRET, &
W, BARIEEBRAR-ERANER. MAEELNK, BEHEMRK
T, & DSRRBIFE,
BJa, fbiE BHIE, BORUE: A HAEG?”
RIGEVL: “HR, REMRILHEIEH,”

&3k % & manRU] qOp T Med

TR
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Unit 2 Personal Introduction

ASAAN 1

Where there is a will, there is a way. KA &, ¥ X &,

Culture Background

E QIR &

ol

RPEERTAENLRP, FESZIATUENABEF T AR
Ao XMILFRATIE R E T RN 7R RE B R A sk
—ANEEHBR. XTIBREREEREENBEERBAXH T, U
WMe] B BT AR REBVE 0 REN—T T H

e N Qalioflofat
Gma.rt Sentences ik ¥ &~ @)

EABNBY, A—BHAGAEARLaTHkS, 2L 0XERA
—&, RV,

1. Mature, dynamic and honest. BARRRE. WHAET. FARE.
2. Excellent ability of systematical management. HiiRM R G E R
fBS1.

3. With the ability to work independently, mature and resourceful.

BReEA S, THE. SRR, MAFRE .



4. A person with ability plus flexibility. #8851 K&i& M HBK A,

5. Work well with a multi —cultural and diverse work force. fE#7EAR
FIALFLAEA REH =T H A TAE,

6. Initiative, independent and good communication skills. Fik 3.
WAL TAERE 98, A REFHSCERBfE.

7. Have positive work attitude and be willing and able to work dili-
gently without supervision. HFFB K TIERE, BEEMEEAER
B RESL T Sd s T,

8. The main qualities required are preparedness to work hard, ability
to learn, ambition and good health. F=EL.A 442 FR B0 T S5k b
. FAAN. OB ASARE,

Sample Conversations # 1 & &

DHALOBUE Lov- v et bttt e s et bt eom e bt |

A: Can you talk about your education background?

B. | graduated from the No. 4 Middle School of Beijing in 1996, then
| entered Beijing University and | graduated in 2000. | gained a B. A.
( Bachelor of Arts) degree.

A. What department did you study in?

B: | was in Department of Political Science.

A. And what subjects were you doing?

B:. Er, we studied the modern Chinese political thoughts, the History
of Western Political Thoughts, Comparative political systems, and so on.

A How about your scores at college?

B: Well, | got excellent scores on each of them.

A. Have you got any honors or rewards? And what is it?

B. | got the university scholarship in 1998 ~1999.

B % % moIAIRY QOP T Yed



