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Job Interviews

For many, a job interview is the most critical part of the job search process. In order to
persuade the employer that he/she is the most suitable person for the opening, the candidate
has to impress the employer with his/her appearance, personality and qualifications.

MEFZAME., TEEBRERRIBFEXRERNRT., FANEE BEFEEREBERISIZRA
MREAE, BRAREIKR. M. ARFETEHLEXEBE TRLNEOR,
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Partl Warm-up

Work in pairs. Here are some DO’S and DON’TS during a job interview. Tick the DO’S
in the box.

1. [] Knock on the door and enter the room politely.
[ ] Just rush in.
2. [ ] Take a seat without being invited.
[] Sit down quietly.
3. [ Look at the interviewer. Make eye contact.
[ ] Look sideways if you are nervous.
4. [] Stretch your legs to relax yourself.
[ ] Sit properly.
5. [] Pretend to know what you actually don’t.
[] Talk frankly and wisely.

Part Il Listening Practice

Task 1

Listen to the following dialogue about a job interview and try to fill in the missing

words.

Gary: Good morning, I’'m Gary. Please take a seat.

John: Good morning, I’'m John. Nice to meet you.

Gary: Nice to meet you. To start with, can you tell me why you are 1) in working for
our company?

John: First, as far as I know, your company has a(n) 2) record. Second, I think my
3) and my 4) qualify me for the job.

Gary: I see. Which university did you graduate from? And what is your major?

John: I graduated from 5) and my major is 6)

Gary: Which company do you work for now?

John: BTC.

Gary: And what is your 7) there?

John: I'm in charge of marketing activities in East Asia, for example, organising 8)

and arranging 9)




Job Interviews Unit 1

Task 2

} New Words and Expressions {

resume n. f&H unemployment n. &\l
medical representative EZAKF promotion n. 17+
probationary adj. iz FB&Y branch n. (#1#389) 9B
performance n. &1 base v. £ 2 EHETE -

insurance n. {%&

1. Work in pairs. Match the questions with the corresponding answers. Then listen
to the dialogue between the interviewer and the interviewee and check your

answers.

__________________________________________________________________________________

(1) Could you tell me something about the paid a. | want to apply for this position because |

holidays, insurance, and things like that? want a change.

(2) In which cities do you have your branches? b. Every employee in our company gets life
insurance and unemployment insurance.
You will get two weeks paid holiday in

your first full year.

(3) How much time will it take for me to be c. Our company is based in New York.

promoted here?

(4) Why would you like to work as a medical d. Our branches are in many cities, such as

representative with us? Philadelphia, Beijing and London.

i i o e o G, o, o i
3

(5) Could you tell me how much the job pays?
your ability and performance.

(6) Where is your company based? f. To some extent, it is. I have learned a lot

in the hospital.

g. During the probationary period, you will
only get 2,000 RMB a month.

(7) Don’t you think it’s a pity for you to leave

your present job?

- - -

’
L
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‘ e. Promotion is not certain. It depends on
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2. Work in pairs. In your opinion, what questions raised by the candidate, Karen
Yang, seemed to be inappropriate? Write them down and state your reasons.
Then compare your answers with your neighbour’s. The first one has been done

for you.

Inappropriate questions Reasons

» | that your wife, Mr. Carter? She is so beautiful. » Avoid asking your interviewer personal

questions or making personal comments.

> >
> >
> >

)
>
&




Job Interviews Unit 1

Part lll Language Focus A

Opening
e Good morning, sir/madam.
Good morning. Take a seat, please. My name is Li Ming.
e Did you have any trouble finding us?
Not really. I am familiar with this area.

During: General questions
Personal details

e What is your full name?

John White.
e Where do you live?

I live at 88 Zhongshan Road, Guangzhou.
e Are you a resident of Guangzhou?

Yes, I have lived here since my childhood./No, I'm only a temporary resident. I’'m

originally from Hunan.
® What kind of personality do you think you have?
I think I am introverted./I think I am quite easygoing./I enjoy making friends.
e What are your disadvantages and advantages/strengths and weaknesses?
Well, I’'m afraid I am not very creative, but I am tolerant, slow to anger, tactful,
empathic, caring and friendly.

Education

o Which university did you attend/graduate from?
I attended/graduated from Guangdong University of Finance.
e Which degree did you obtain/receive?
[ have an MA/a BA degree.
e What’s your major?
I majored/specialised in law./My major is law.
e What were your scores at college?
They were all above average.
e Did you get any honours or awards at your university?
Yes. I won a university scholarship for four years on end./I’ve received the honour of
the Most Outstanding Student in 2008.
e And, were you involved in any club activities at your college?
Yes. [ was a member of the dancing club./I was in the department basketball team.
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i
1; Work experience

e What sort of work experience do you have?
I’ve been a sales engineer for three years./I’ve worked as a training manager for two @

years.
e Have you ever worked in a state-owned enterprise/foreign trade company?

Yes, I have./No, I haven’t.
e What was your position?/ What position did you hold in that company?

I was the manager of the Human Resources Department.
e What was your responsibility?/What were you in charge of?

As I was the Personnel Director, my responsibilities mainly included recruitment and

training new employees.

o What achievements/awards have you got?
I promoted our products in over ten provinces and last year my turnover amounted to
five million RMB.

Follow-up Practice

1.

Work in pairs. The introductory stage is very important in an interview, because
the interviewer’s first impression often influences their final decision. Please listen
to the following sample dialogue for opening remarks, and do the substitution
exercises with your partner by using the expressions given below.

Cai: May I come in?

Ms. Smith: Yes, please.

Cai: Good morning. My name is Cai Ning. As requested, I have come for an interview.

Ms. Smith: Fine, thank you for coming, Miss Cai. Please sit down. I am Anne Smith, the Assistant
Manager.

Cai: Nice to meet you, Ms. Smith.

Ms. Smith: Nice to meet you, too.




