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Unit o

Job Seeking on the Phone

% Learning contents

Stage |. Oral Practice
1. Asking for a Software Engineer ( Dialogue I)
2. Asking for a Computer Salesman ( Dialogue II)
Further Study: Office Phones
Stage |l; Practical Reading
General Reading: Application Letters
Technical Reading; Microsoft Corporation and Windows
Stage Ill; Grammar
iVIembers of Sentence & Sentence Patterns
Stage IV . Practical Writing
E-mail
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Stage | Oral Practice

IT English for International Workplaces |

FEAMESRER, AT R EE W — 2, @ HiE, ol LA 7 9 75 5K Fi
SORA VA BIIAR . HLIE SRR S B 2 X 5 SR T A A sl A A A Rk, A
WIREAR X —F AT . 535, R ZHMEAE BT R Z /T 28 — 4> f il 2518 T 3t
i} 1] — R AE 20—30 422, DAL SESR IR 19 RS SRR RE T . SRR
eI 18] P LA 5 SR &l FE o3 O HE 5

7 e T B 52 A i I G B, 7T 5 SRR (cover letter ) BT R 95 1 Y 52 1
b, BB s A B A A [ R R, — SRS i [a) i, R AT A HE R A R
W, 2W AU THE:

Can you make a brief self-introduction? 4k # £/ — T § &.75?

Can you sell yourself in two minutes? 4k A H+ 4 4k v, 4 A # 24 i £ 3% —
Th?

Please tell me something unreflected at your C.V. / about yourself / your
experience / your activities. AR M 1 P XA R A& — L FH/ 5514k A /&
W2 H/ kA G564 %ES, (C.V.: short form for curriculum vitae /™A & /)

An example of team work. % E — AMEA L BRS04 F

Why do you choose this position? 1 # 4+ 4 &4 A5,

Why should we hire you? 4+ & A1 5% & AR ?

FF ki8N information technology (43 &4 K ) & the role of university in
society ( K F#9it e A &) %, FEFEARIPUE A4,

WMRGTEERAVIERE, AL KK, °T U E Hif R FR il —i . BT AR 3
i]f: Pardon? ## FiL—i,

Would you please simplify the question? #& Ak 3eiX /A o] B 5L4F [ & 2o vy 9

Would you please say it in other words? 4 4 J 5 #15 k & ik &6 & B9

Would you please speak a little bit louder? I can not hear you clearly. # & 5t 7%
PER—EHFD? KTRFEE

30 a] iz o 58 28 R Ui 2

LIRIETERRGEE A F ERREED] T Wil , et BA (A e 25, R
SEIIRAE B R T LA R s i (e A J5 At sl Al AT 3 B )
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May I call you back in half an hour? % ¥ vAit ¥ /& 47 & 764 D7

May 1 have your phone number and call you later? #&2-if 3% 16 64 &35 5 5, &
)G e BTG ?

SR AT LA BR A i [a), AR 0% S bk Il 25, #EFF BERE S ) — N R, AR .
N SRXS Ty A ) B HER B [A] , R0 % H AR i b A B R FF R 12 .

Lead-in

e i S e e e S St o Sy

fLiu Yiping, a female graduate from Ningbo Polytechnic, tends to seek a job%
Ethrough telephone. She got information about a vacancy in Huajian Software

Xoan i e

+ Company from Ningbo Evening Paper.

T T S e e S e S S e e T S i S sl ST SR S S

Discussion before listening

Work with your partner, discussing the following questions, and then share your

answers with the rest of the class.

1. When is the best time to make a telephone call for employment?

2. What is the best source to get job information from?

3. What do you say if you don’t know the name of the receiver when you make a
telephone call?

New Words

MAAAAAAAS 1,

software | 'softwea] n. #h44

engineer [ end3i'nia] n. TA2)H

advertisement [ ad'vartismont, ;@dva'taizmant | n. J~ 4
vacancy [ 'verkansi| n. & &

AAAAAAAAAAAAANAAAATT

make an appointment %)

EAAAAAAAANAAANAANAANNARANAANRAAANG

T

interview [ 'mtavju: ] n. & v. @iX

Haaan AN
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Listen to the dialogue and get ready for the tasks below.

Asking for a Software Engineer
Task One: Fill in the blanks with the missing words while listening.

( The telephone on David’s desk is ringing )
David: Hello, this is David Jones.

Liu: Good morning, Mr. Jones! I'm asking about your

for a software engineer in today’s newspaper. Do you still have that
?

David: Yes, but do you have any experience as ?

Liu: Yes, I’ve got experience in an IT firm.

David: Which one, please?
Liu: Globe .
David: Fine. Can I have your name and phone number? I'll

for an interview with you.
Liu; Sure, my name is Liu Yiping.
David: Would you spell it, please?
Liu; OK, L-i-u, Y-i-p-i-n-g.

David . 74

Liu; 2463-6181.

David: 2463 -6181, thank you, Miss Liu. Can you come ?

Liu; I’'m afraid not. But can you make it Thursday afternoon?

David: Thursday afternoon, let me see... That’s all right. When you come, ask for
Smith, OK?

Liu. OK, See you then.

Task Two: Answer the following questions.

1. What is Mr. David Jones, can you guess?

2. What position does Liu Yiping apply for?

3. How many years did Liu work in the previous software company?
4. Which company did Liu work in before?
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Task Three: Role-play.

1. Listen to the dialogue again, with a female student doing Liu Yiping’s voice.
2. Listen to the dialogue again, with a male student doing David’s voice.

3. Work in pairs, with two students (a female and a male) imitating the dialogue.

Task Four: Oral practice.

Answer the following questions from the interviewer.

1. Will you make a brief self-introduction?

2. Why are you interested in working for our company (i. e. Lenovo/Microsoft/
Neusoft) ?

IT English for International Workplaces 11

Lead-in

‘r""""""*"""'"’"+“+"*"+"+“+“+"+"""“"*’“*""’"*“'""”"“‘“’"*’”""'*“‘""‘*‘"""'*"*”‘“""*""“‘\:
t Zhang Xiaozhou, a male graduate from Hangzhou Vocational College, is trying t
Eto shift his present position to Huajian Software Company. He is making a}'f
+ telephone call to Ms Daisy Black, vice-manager of the Personnel Department in +
+ Huajian Software Company i;

e o S e e St i S et st ST Sl

Discussion before listening

1. Which department deals with employment?
2. What will you take with you when you go for an interview?
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New Words

salesman [ 'serlzmon]| n. 444 i |
get through -« FESTR AT

personnel department A 35 3f

command [ ka'maind] n. &v. FiE

purpose [ 'pawpas]| n. B #

proficiency [ pra'fifonst| n. # 4k, Hid

resume [ 'resuzmer, reiza'mer | n. AR A

A AR AA A AAAAAAAAASAAAAAAAAAAAN

AN AN AN NI I AIINNAII G

diploma [ di'plavma] n. L

A AAAAN A A AN AAAAA N AAAAAAAA A A A ANANAAN AN AN AN A NAAAAAAAAAAAAA AN

YA

Listen to the dialogue and get ready for the tasks below.

Asking for a Computer Salesman

Task One: Fill in the blanks with the missing words while listening.
(The phone is ringing, and Alice picks up the receiver. )

Alice:  This is Huajian Software Company. How |
help you?

Zhang: Please get me to the Personnel Department.

Daisy: Personnel Department, Ms. Daisy Black speaking. ?

Zhang: Good afternoon. I'm calling in answer to your advertisement in yesterday’s

for a computer salesman.

Daisy: Oh, I see. May I have your name, please?
Zhang: Yes, my name is Zhang Xiaozhou.
Daisy: Do you think you have a good of English for a

salesman in an international store?
Zhang: Yes, [ think so. I was a graduate of Ningbo polytechnic of
, where I learned IT English for general and special
, and I am fluent in American English.

Daisy: Have you had any experience?

Zhang: Yes, I have been a computer salesman for over two years.

Daisy: Where do you work now?
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Zhang: 1 work at Hangzhou Paradise Computer Store.

Daisy: I'm interested in your in English and working

experience. Would you like to come here for an interview?
Zhang. I certainly would.
Daisy: How about Friday morning at nine o’clock?
Zhang: That'll be fine.
Daisy; Please bring your together with copies of your

diploma and ID card. Come to Room 206 and ask for Ms. Huang.
Zhang: Room 206, Ms. Huang?
Daisy: That’s right. We’ll be looking forward to seeing you then.
Zhang: I will, too. Thank you.
Daisy: Thank you for calling. See you later.
Zhang: See you on Friday.

Task Two: Answer the following questions.

Where does Zhang Xiaozhou work now?

What position does Zhang apply for?

How long did Zhang work as a salesman in Hangzhou?
Where did he learn English?

When will they have an interview?

9o W N

Task Three: Role-play.
1. Listen to the dialogue again, with a male student doing Zhang’s voice.
2. Listen to the dialogue again, with a female student doing Daisy’s voice.

3. Work in pairs, with two students imitating the dialogue.

Task Four: Oral practice.

Answer the following questions from the interviewer.

1. Have you ever done a part-time job, or internship( % 3] ) ? If yes, please tell me
more about it?

2. If we hire you, how long will you stay with us?
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Further Study: Office Phones
—. FitEL

1. May I speak to David, extension two-one-one? # 7 vA3% 211 4-#Lég kK 257

2. Please connect me with extension two-one-one. 4 % 4 211 44,

3. Could you put me through to the personnel department, please? # #f 3% 4 A ¥ ¥f
oG ?

= RENATE

1. May/Can I leave a message? % T VA% 5757

2. Could you tell him to call me as soon as possible? #& 7R 4& 7 #u A b 2] &, 75 254K, 7

3. Could you just tell him David called? #t R 4t 2 i #u Kk Bk it 4592

4. When do you expect him back? 1R /FHufTo &= £ 7

5. Please tell him I called and I’ll call him again tomorrow. % 4 fu 4% & it &35,
FHRWARLFITL

=. farBRL&Ath

1. How can I get in touch with him? % EH + fEfote B 22
2. Could you tell me where I can reach him? ] VA -2-if 3% EA4F 7 sk 4% 2] v 2
3. Could I call his mobile phone? % ¥ vA 37484 F HLeg?

. i E/email A%

1. Would you please send me the data by email? 1% 4 & F ¢f 4+ 3§ 55 445 £ 2
K57

2. Would you send the data by fax? R 44§ F 445 Aid kD2

4. Could you post the data to me? {REEWF HH FL K57

. EHAEBFBEENA

1. Franklin Company Personnel Department. (iX ¥ %)% 2 £ kN8 AFH,
2. Good morning Franklin Company, may I help you? ¥ E4F, (X 2 2) ' 2 £ 4
8] R A HARIRS "7

N RETEFE NS N HERREIA

1. I'm sorry, the post is occupied. *RA2,iIXGIEAAT .
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2. No one answers in Mr. Scott’s office. ¥ Z4F 84 65 AT IXAFEGIE
3. Sorry, we have no more vacancy. ¥ RAL, HMEA L SHTRT.
4. I'm sorry, but he is out right now. fR3a#k, {uR]3F R 4 .

Stage |  Practical Keading

General Reading (—A%§3i%)

FERT: A PREARMNRLAEAETRESZNIMHZ—, CHEAF =R E
—H  ARERABMEHE AT,

Read the following passage and get ready for the tasks below.

Application Letters

An application letter, which you write to apply for a job, is probably the most
important file you will write in future. Very likely, it is a letter that you will write
many times, as most people change employers several times during their business
careers. Your first job, as well as each of those that follow, is almost certain to
involve some writing skills — and most employers look on an application letter as an
excellent indicator of an applicant’s writing and other communication skills.

The purpose of your application letter, which should go together with your
resume, is to get you an in-person interview with the employer. If the letter is a good
one, it most likely will achieve its objectives.

The general plan of an application letter closely matches that of a sales letter. For
an application letter, the “product” you are selling consists of your knowledge, your
skills, and your personality , everything about you that enables you to perform the job
to the satisfaction of the employer. As a result, you must understand the employer’s
needs, know the specific requirements of the job you are seeking, and know what you

have to “sell. ”



