o
Q) =TT
DAXUE WAIYU XILIE CONGSHU

gkt 4

B HT K BRI 1E

A New Guide for Job-hunting in English

* * * * * * *

* * * ;

HEUP LSRR MR Y i v T

Harbin Engineering University Press




H31/1463
2011

sl > B ‘
B #r ok BHR = 1&
A New Guide of Job-hunting in English

i T At
XipiE #FEHE E W
¥EFE T W O E A
R A

H S B
Hy
B % 5 &

Wi

s /RIE T2 RS H AR



W R

ABNBT AR ERIRG 242 KR LA EMX LR LEZ L ALERELE
B4R TAE®@ X, Ao AR I B B AF BAR 35 Ao d0 X BT F AR, AE 4 09 R R 3] IR 0
MR BREBRXROF-ANTFYHFLTABH R, BPHAaeim, £ bigk
IR M2 KB B E K 69 T4 ) KRR st B X R T ik & 5 3 KR4 6d Bl et 32
HEEBRROOERLEES,

ABETARAZFRREEMXFLOHM , L THGFRLEZE RAKT KK
FEEN PN ELESMEARIRLARAERGEEBEBRBEAGF ISR PHER,

BH &M B (CIP) $#8
BFTR SR/ Dk £ 4. — PR R MR I

TRKRFEH KL, 2011.9
ISBN 978 -7 - 5661 —0266 -9

[.Of%- 0.0 I ORIk -%iE
IV. DH31

FE A E 451 CIP B85 (2011) 55 201297 &

HRRIT PARIE TR KRY AR
#  #t AxﬁﬁiﬁleFj(Eﬁ 124 5
BREIARE 150001
ZITHIE 0451 -82519328
0451 - 82519699
FrEAIE
M RETTATEN S AR A
787Tmm x1 092mm 1/16
18.5
422 %
2011 9 A% 1 Jg
2011 4E9 A% 1 WKENRI
34.00 JT
http.//press. hrbeu. edu. cn
E-mail ; heupress@ hrbeu. edu. cn

ft 3 &F 43 HI W H
SHFERHNI RN




>> ﬁ?j %‘ cccecccsssssccces

PREFACE

SREPSE—FPERE , X AS (B oK S ) 0 B % 2 el A w4t 25
SR B3R IS SR R M 5 6, 2 1 % LR U A RS B 15 F iy F 9%
HE SRR —AHE B, BULE - P AREEMANELETTZ —, KR
RIS . DA R, A ARG PR TAE R . ABAE A
13422 N SRAS FRAR RO, SR IS 250 28 550 1 4l S AR I A
Lz s S5HE S .

TER IR T — AL @i AU 4 K, il B 43 0K BE AR ER)IE &, 2R
HEHT SR B, & By £ R () I (] P9 4% B HIL 22, X6 R 8 A B 4 sl 2 B
& EAE EETHUA —E R B, i, SKERSEE X TR HR ok 5, JUH
X TR A o IO AR AR U ORI, BRIRB E MW, AHIER

Ay 8 FLH 1 L, 2R AC , REBUL RS 5 2 & R
A A EECRIARAL; 56 3 B 4 & CRIUBGHEBE, B AAE S
o, MR 28R, 42 SR VR 5 6 5, iLTRR R g, WS SR A W1 EN G 5
7 B 8 L EALK RN, I AERE R, 45 BT iR 9 7 A SR it i E
B WHEARES S RS OR U eR RPE S N B DD, 2R 4% 5 LR R
Fo 5 8 SR MR 3 00 17 2 ke 18 55 5 T, 2R 8 101 15 0 b A i oK R
Ao 0 B b JRE B AE 152 A R T, AR B R R B B ke v SR B A, 7 AR 22 KB
A B3 R

ABHYRE A I 1 ) A S E R BR 2 A%, BT S N A AL A
RIAR 2 8 i ) s S E—E AR, Rt 7 — 3 0K
BRI ST, (8 K BUE 2% e fy s st ——R It 7 ookl e g B ay K
RAYEE X LE BT A TR, = E HER MG ECEY], JF A4 T &
K LTSRN O 22 FF L 130 RERE 1 MIBRIS AT R (S B

AASATHE Ay 5 55 B AL S AR K L L A BORE , e mT Bt = S HRY B AL L A
BEBBEA MR, F S S A2l A 5 e 4R ) 2 R BUEE T |y
EZPuE LA

A A i kAT 2, X 0T K (i B HE L E AR R 5, AR E IR A
BEAEEH. SMEE A R/RIEMER AR EFCED &) EHH 2
) EARIRER M B (53 5 EXTE (R4 F) Pk (55,6 =L
) X E(SH T F) B8 &) . efhhtkmil . EHhR BT,

ABEREG SRS, ERN TFBLR RFRAMERLE, KK
KRELEME L, RS EEE T LR B0 RUCR MTTR}, 16 8 X ]
— 2!

fFAEE K, R EAZ SRR ZAL Kl KiEE A PFE IE .

wE
2011 42 8 A

®e
LR




>> H x T

CONTENTS

290009 OOES
20008000 e

15 2mEARECS, RERIEE

Completely Understand Your Own, Successfully Choose Your Occupation «+-+ceeeeeee 1
LT ARAC
T 1 T~ 1
1.2 EHShiy
Job Situation and Markel =-+-+cecereserrericnretteteenrusestiiiieacassisseiencasanenes o
1.3 Blkik#
Occupation ChoiCes  «+++r+srsrrserrrmumueet ittt 12
F28 HRPUER,BEXKRARN
Searching for Occupation Information, Grasping Job Opportunities =««+-+ceeeeeeereenens 22
2.1 HhlkfEERE
Access to Employment Information «««sssseeevessssrmmminniiminnii i, b D
2.2 HETERER
English Recruitment Advertisement ««--ss+sseeeeessssrmmeeesennnunioeenennneneeess 26
2.3 JREBOER, TR
Screening Career Information, Learning about Employers ««+-++eceeeeeeecenianiaiias 40
FIE KRAXKERE, EMITATE(LE)—TAEH
Writing Resume and Cover Letter, Making Career and Life Higher—Resume ------ 42
3.1 TR EER R R
Fondameninl Blemerits off 5 Bataime sewssssassmeamne cxssssmmnmsmmnnsmssane 42
3.2 FIMAE
Ciniteonts. of 5 TESpge o smessms poms ons s s s s o s s s sams s Qe s%as 43
3.3 MFERBPANTER
Six Elements to Writing Powerful Resumes «++++eveeseerrrmmnememmiiinnnii. 44
3.4 BB
Techniques for Making a Resume «+++++++ereererammmmiiiiniinneecee 51
3.5 fiHER-EREEEN
Seven Principles of Making Excellent Resume ««+++++sssseeeeessssnniminanniininess 60
3.6 TiH HiIER
Commonly-used Sentences for a Resume «ssssssseeeeeeesesamnmiiiiiiiii e, 83
F4E KRARELE,BHNOAFTE(T)—KAE
Writing Resume and Cover Letter, Making Career and Life Higher—Cover Letter -:---- 88
4.1 FERPERIAE
Usefulness of English Cover Letters «««rsseeeeeeeserrrmmmmmmimiiiiieee 88
4.2 ZIEREH 1K
A Classification of English Cover Letters «+++++sseeserrerrummmumuinnin. 89




TSI CONTENTS €4
4.3 HFCRBUSHOLTH
Structure of an English Cover Letter «««+«++-ssveeeesesssinnteiiiiiiniiiiinisiiennees 89
4.4 SKERfEAYRX
Format of iCohver Leter : sésvassarsssesuss sususssusmsnnmationusisssosntpsansdars gossshebns 98
4.5 BiF RSB L
Charactenistics of an English Cover Letter s«osssossnvininusnsnnamspmn bons ot pasis 99
4.6 CRER{EH i)
Useful Wording in Cover Letters ««-«eeerreermmmmmutttettt i, 100
4.7  SECREUE S HIE B
i Examples of English Cover Letters ««««eeseesmiasinaaniiniiiiiiiiiiiii. 106

£5F FAMKKR,BEKRAHE

Effective Job Hunting Online «--+-+-ssss-ssesssneancessearsarsarseteseansosgsasiossonsessoss 127
5.1 #ARK FoRER
Outline of Job Hunting Online  ««sessreeeseererermmiiiiiiii e, 127
5.2 HHEKHRR
Searching Job Hunting Sites —««-+«sesereerrrmmmiimnnreriiii e, 129
5.3 M ESKHREEA B 58y
Basic Methods and Techniques of Job Hunting Online +-+«eseveeeeneerenenienn.. 132
5.4 HTHRFESLE
E-mail Writing « «ootssesasaausosconssaesssssssnsasontases sns sesssrssnaserangpasessssons 145

F6E HBIFRFEN, REXFVHR

Telephone Application Can Gain a Better First Impression — +oeeeeeeeeeeeeinianniaa.. 150
6.1 FIHIERE
Overview of Telephone Application ==-+=-+-+eeeeerrrmmmuiiiniininneni 150
6.2 hnfefikfTHLIE KR
How to Hunting Jobs on Phone «++esseeeeeeerrimiinniiiiiii i 151
6.3 HiEKERAYE & S
Notes while Hunting Job on the Phone «+:eeeseereuuinniiiiiiiiii. 154
6.4 HLIFREFLIL 4
Etiquette of Job Hunting on the Phone «++--ssessevreeeeeesieneinnnnniiiiiineeen. 155
6.5 HLIHAH IS H A S RIENE
Inquiry, Self-recommend and Answer on the Phone «:+setereeeereenicininenne. 157
6.6 AL
Interview through Telephone «+-+sseseeeersrssnineeinssiinienerenniiieereeennn 167

T8 BERKRKPER,RMEERR(L)—EiXEER

Pay more Attention to Job Interview, Be Close to Success—Job Interview — «=«:-ee:- 172
7.1 TS AY K R
Types of Job Interview and Useful Tips «e«eeeereeseemmmmniriiminniii.. 172

-




D> CONTENTS

7.2 [EiA AR

Preparation for Job Interview «++++sssseseeriniuiiiiiii 178
7.3 HEIXHNEHET

Probe into Job Interview c-ssecseccetsrcscsresrosnesrsrcsnctesoscesancacsssancancacossas 191
7.4 AEHZEmEIALER, ERERIEFE

After the Job INterview +-ecseosssssesssscsinsscisnscsiesncsnsensansnsoranssnssnconssnas 200
7.5 TSI

Authentic Examples of Application for Jobs —+resteeeerresmemiiiiinniiiin.. 207

¥8F EBWKRIAER,MIMEERR(T) THREXZE

Pay More Attention to Job Interview,Be Close to Success—Commonly-used Questions in

TR TRETAE RO it e M DS o e S S G S S A Gt i 218
8.1 Mik&H Wa 25 4~ e
25 Commonly-used Chinese Questions in Interview —coecceeeeeereieiieiiian.. 218
8.2 MiA&HHE WK 30 P [a)
30 Commonly-used English Questions in Interview — coeeseeeeeereeeiieneiaean.. 232
8.3 ARHE AT Ph T i i ) R
Preparing the Possible Questions According to the Resume = «+-veooeeeeeeeeneenn. 252
o ] T S ——— 259
IR AT BRI oo o nomm oot s s s R e A0 A IS5 264
RN D TIIREE R TIIR oo vvesorossssrsssmsonsssssesssomvensamsanos spss sxanes 270
B A TR - ovveeerreererite i e e s e ane s 785




. KFIMERTIME

F£15E ZHEHIANEECS, RERERE
Completely Understand Your Own,
Successfully Choose Your Occupation
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Self Understanding

1.1.1 ®Z4 AEHE, SIERWBR
Establish Personal Ideals, Set the Occupation Target
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The important thing in life is to have a great aim, and the determination to
attain it. (AL TEZHNFHHRAH LI —NMEKG B4R, FRSEIE.)
Johan Wolfgang von Goethe
(FZRIFA B RKZ)
Ideal is the beacon. Without ideal, there is no secure direction; without
direction , there is no life. (A ZIEHKALT, X AR K EXARITH S AL
AHEREALEE,)

Leo Tolstoy
(EEFERIL R ER)
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Learn Scientific Knowledge, Foster Professional Skills

(1) 24 SR, 4R Lk iR

BN B R EAE R, 88 A Gk $f 7 Ll Wl R IREOGR S H R ME L
b, 1Bt S ORE ok TS 3 2 1), BT AFE SR 88 Ll i — @ B E L, XA C 1Y
Bk DT IR T Fi'riB‘Jﬁi‘)Jk»?Jt—“éE:i?’r%%ii/l\ﬁr'ﬁlF%ﬁk&ﬁ@?%ﬁi?ﬂ%
R EE A O ZFFEN TR TR R 2700 F, BIEREET
fE T WA B 1R Xl JR A 2 2T %HTBI*‘F‘EEQLEE@ ANBTHlLIE AR, A BT I [ i

5 R ZREA T

k (2) HYREH 369 A C B9 X0

R PR A REFA I KL A5, 20015, B AT LA A 35 , SUAT LA 4 o, 5
] EEORTLMCA T BT LR DA, B PRI BOA R A T R

4,1 A T BRmEFEN RS, B — Aﬁ$%’¢]‘?@ﬂﬁk,ﬁiﬁﬂtéﬂﬁﬁﬁﬁA7ﬁo
(3) BT, %48 Ll e
PR T B AsE ) 200 AN EZ B T 4], ERB LV BiE, 1597 B 2 83 F LR
HEAT. PRANGE S A 5 Tl S R AT LU R BY R & b & B 2 RE, B T 4
2, — LA R S A8 TR ALY IE FH, AT LAE 24 5 2 Bk ALY i 5 A TR K& JR iR
TR R R RIS HE I A R

1.1.3 F3AHALE ZFEAWEE
Learn Interpersonal Skills, Foster Professional Ethics
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Participate in Social Practice, Accumulate Working Experience
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Job Situation and Market
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