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i’ve c;)me\ for an interview.

HERNEMN,

I’'m looking for a position in your company.
RBEEQFAR—H I,

Do you have any vacancy now?

RINX ERMAER ZERG?

To make the interviewer understand your experience,  abilily,
achievements and wish is a main point when you are applying for a
job.  You meed to show your good qualities and elegant demeanor, so
as to gain a good impression.
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Dialogue 1

Jane: Hello, may I speak to Mr. Sed?

Secretary: Hold on a minute, please.

Sed: Hello. This is Sed speaking. What can I do for you?

Jane: Hello, Mr. Sed. This is Jane. I’'m looking for a position in your
company.

Sed: What do you want to do?

Jane: I'm interested in the post of sales manager you advertised in
yesterday’s newspaper.

Sed: Oh, are you familiar with that sort of work?

Jane: Yes, 1 was once an assistant of the sales manager in P & G and
I've got lots of experience about this position.

Sed: I see. What salary do you expect per month?

Jane: Well, I think at least $ 2500 per month.

Sed: Ok, will you please come to our firm in person tomorrow?

Jane: Yes, I’d like to see you tomorrow.

Sed: See you.
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Dialogue 2

Miss Lin:

Ridge:

Miss Lin:
Ridge:
Miss Lin:
Ridge:
Miss Lin:
Ridge:
Miss Lin:
Ridge:
Miss Lin:

Ridge:

Miss Lin:

Good morning, Mr. Ridge. I've come for an interview. My name
is Lin Di.

Please sit down, Miss Lin. Nice having you. Well, I think you
probably have a fair idea about what sort of job you’ve applied
for.

Yes, I do. It was clearly explained in the advertisement for
applications.

I see from your letter of application that you've had quite a lot
of experience as a secretary already.

You are right. I have worked with my last company for over six
years.

Tell me, why did you leave?

Actually I didn’t leave. The company closed down.

Closed down?

Yes, it went bankrupt two years ago. So I was out of a job.

I see. And have you been doing anything since then?

I had a couple of temporary jobs, but what I really need is
something permanent.

Good. Now, perhaps you would tell me what sort of qualities
you’d look for in your secretary if you were in my shoes.

Well, to begin with, I'd say she needs to be pretty hardworking.
Moreover, the secretary of an export manager has to be able to




Miss Lin:
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do a lot of things on her own initiative.

Excellent. By the way, do you like traveling? You know from
time to time, you’'d probably have to come along with me to
conferences and business negotiations both in China and abroad.
I'd like that very much. No problem.

Now, I see from the report the personnel department sent me
that you did reasonably well in the shorthand and typing test. 1
suppose you'd be able to handle report writing, summaries,
keeping minutes at meetings and so on.

Yes, I’'m quite efficient at such work, and I seem to have a
better memory than the average.

That sounds fine. One more question, how do you feel about
sharing an office room with your boss? We’re a bit short of
space here as you can see.

From the secretary’s point of view, I think it’s much better—
there’s not much chance of her superior forgetting to let her
know about important matters.

Yes, I'd rather agree. Well, thank you very much, Miss. Lin, I'll
let you know the resuit of the interview no later than next
Friday.

Thank you, Mr. Ridge. I do hope that the answer will be
favorable. Good-bye.
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| Dialogue 3 '

Miss Wang: Good morning, Sir. I’'m Wang Jingxue.

( E B 4 R L, PR S W E MR AR 89 57 18 th T LA J

John: Sit down, please, Miss Wang. I’'m John White.
Miss Wang: How do you do?
John: When you came did you happen to notice all the building

work going on?
Miss Wang: Yes, [ did.
John: Well, that's the new office extension for testing product quality.




It’ll be ready for use within this month, so that’s where you’d
be working.

Miss Wang: Yes, I did read about it in the prospectus you sent me about
the section.

John: Now, I'd like to ask you some questions about your previous
experience, if that's all right.

Miss Wang: Go right ahead.

John: Have you had any jobs before?

Miss Wang: Yes, I became a weaver in a textile mill when I was 18, right
after my graduation from a local senior high school. 1 worked
very hard and concentrated my attention on reducing product
cost and solving technical problems like broken ends.

John: What did all your efforts turn out to be?

Miss Wang: Successful. So three years ago I was sent by the mill to a
textile university in North China for further study.

John: What was your specialty?

Miss Wang: Dress designing. I studied there for two years. I got straight A’s
in all of the compulsory courses and easily passed such
selective courses as Business Administration, Computer and
Public Relations.

John; What did you do then?

Miss Wang: I returned to the mill in the hope of developing my abilities.
But soon I found it on the verge of bankruptcy due to a weak
management. |

John: Did you ever make any suggestions to your management?

Miss Wang: Yes, I did. But nobody listened. The mill closed down at the
beginning of this year, and I became a laid-off employee like
everybody else.

John: It wasn’t the only job you had, was it?

Miss Wang: No, I got a job in an international chain store later, only to

earn some money to see me through difficulty. I was in the
clothes section. The job, I must say, was not at all challenging,
though it meeting  various

personalities.

was sometimes enjoyable
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OK. Miss Wang, as you know, everybody likes to criticize.
What do people criticize about you?

Well, some people have complained to me that 1 often expect
them to perform beyond their abilities. To some others, I also
have another weak point. 1 like to see a job done quickly, and
I'm critical if it isn’t.

Another question, Miss Wang. You see, in our company English
is the working language. From this talk, I know your spoken
English is good enough for you to communicate with your
foreign colleagues. Can you write good English as well?

I'm sure I can. 1 started to learn English at the age of ten,
and I’ve never stopped my English study ever since. In fact,
English was also one of the university compulsory courses I
studied. By the way, I have the habit of keeping a diary, half
in Chinese, half in English.

‘Oh? It must be a lot of fun. What’s your salary expectation

here?

Why don’t we discuss it after you decide if I'm fit for the
position?

Good. Miss Wang, if we decide to hire you, we’ll notify you
by telephone. Thanks for coming.

Thank you very much for giving me your time. I'll be
expecting your call. Good-bye.
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I'm looking for a position in your company. FHAETE 52 a)K— 15 T
look for a position 3k ER

Will you please come to our firm in person tomorrow?

WHA R % B RFRAT A W] — B, 32

in person & ¥ B (1) ,1E 0] i oneself, personally, ili:

I can’t attend the meeting in person. HAGEF B HFE &L

Nice having you. {REEREZ KL T,

The company closed down. 2> &8 T .

close down ¥#5%J5 Bk, I fEE EE%.

It went bankrupt 2 years ago, so 1 was out of a job.

23R R PR AR B R, BT LA RRBR AR L T 6

go bankrupt H# 7, %\, % A out of a job,{HH] work it % out of work.
Now, perhaps you would tell me what sort of qualities you’d look for
in your secretary if you were in my shoes.

B4 VR DL R BRI R AR B R BRI RN 2K
J?

1 if you were in my shoes ' ,in someone’s shoes & Jy&b FH A B f
BT R AR

Well, to begin with, I'd say she needs to be pretty hardworking.

BT A SR ANAY Ak M

to begin with & %6 58— & , ¥ FIRMR— £ F L IF 2% N besides R, 40
We can’t go. To begin with, it’s too cold. Besides, we ’ve no money.
RIIREEE, B—, KA T leoh, BATEA &

Moreover, the secretary of an export manager has to be able to do a
lot of things on her own initiative.

Bk, O FR AL B R SRR E b B R B FEE.

on one’s own initiative &% £ A& AR T 1.

I worked very hard and concentrated my attention on reducing product

cost...

Fo UM A S T ELIE L R A A -



10.

11.

12.

13.

14.

&) ¥y concentrate one’s attention on (upon) EAHBFEANEENEDE

Why don’t we discuss it after you decide if I’m fit for the position?
RARFRBERREGENES, RITERITIEX N EEYR?

be fit for .. EE -+ B tn:be fit for the standard &-FHr#
Thank you for your kind consideration of my application.

s BRI

XRE—NEHNORE ERRBEHTEZE.

I would like to meet you at your earlier convenience.
FUEREEIEAINS.

Have you brought your resume and your certificates with you?

RE R RAE B T g7

I have a good command of western accounting; I’ve been looking for a
job in a foreign company.

RBEW T & |- EBR— RSB R HI TR,

I’m looking for a part—time job.

RAER— ML

What type of work are you interested in?

PR AR i TAE BOGER 7

I’d like to know if you need a full-time secretary.
IR ERELBTNBA?

Is there any vacant position in your firm?

BN FA S BRIERAIG?

Which job would you like to apply for?

PRE IR — AR ?

I think I’m the right person you want, and my education background,

qualifications and work experience perfectly match what you are looking
for.

RERERIFIEENSEAL, ROTHERE NN TALREFFEH




