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Unit 1 Interview English

€ e

Part | Communication

A

Come in. My name is John Black, the personnel manager. How are you doing?

My name is Ann Wang. How are you? L

Please have a seat.

Thank you.

Now, let me ask you some questions, Miss Wang. Where do you live?

The West District.

Where are you going to school?

Beijing Normal University.

What is your major?

I’ m majoring in English.

I see. Have you taken any business classes or anything?

Yes. 1’ ve studied in a computer training program and a Business English Program.
Have you ever worked in an office before?

Yes, I had a part-time job for two months at a local joint venture company working as a
secretary.

Oh, really?

Yes, it was a very interesting experience.

So, what did you do? Office work?

Yes, mostly typing and answering the phones.

OK. But you know we are looking for a bilingual secretary. Why did you answer
our ad?

Well, for me the most important thing is to find work where I can meet and deal with
people from other cultures.

I see. Good. Now, do you have any questions you’d like to ask me about company?
Yes, 1’ d like to ask about the salary. How is it determined?

Well, all new clerical employees begin at a standard salary of RMB600 per month.
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Wang
Black :
Wang
Black :
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Then, after a training period of three months, you are given an assignment, and then

you would get a higher monthly salary.

. What about other benefits?

All the employees must join the health insurance program and there are many other ben-
efits. I think that most of them Mur brochure. Did you get a copy?

Yes, I did. Thank you. T

Any more questions?

No, thank you. I’ m sorry to have taken so much of your time.

Not at all. Very glad to have met you. We’ 1l be letting you know the result of the inter-
view sometime next week. Thank you very much for coming.

Thank you for your time, Mr. Black.

You’ re welcome. Good-bye.

Bye-bye.

Dialogue B

Brown :

Peter:

Brown ;

Peter:

Brown

Peter:

Brown

Peter:

Brown:

Peter:

Brown :

Peter:

Can you sell yourself in two minutes? Go for it.
With my qualifications and experiences, I feel I am hardworking, responsible and dili-
gent in many projects I undertake. Your organization could benefit from my synthetical
and interpersonal skills.

Why did you leave your last job?
Well, I’ m hoping to get an offer of a better position. If an opportunity knocks, 1 will

take it. I feel I have reached the “glass ceiling” in my current job. I fee ST

opportunity for advancement.
What makes your think you would be successful in this position?
My graduate school training combined with my internship should qualify me for this par-
ticular job. I am sure I will be successful.
Are you a multi-tasked individual, that is to say, do you work well under stress and
pressure?
Yes, I think so.
What personality traits do you admire, then?
I admire an honest, flexible and easy-going person who possesses the “can do” spirit.
What leadership qualities have you developed as an administration personnel?

I feel that I’ m good at motivating people and leading them to work together as a team.

Brown: What do you find frustrating in a work situation?

Peter:

Sometimes the narrow-minded people who are not receptive to new ideas make me feel

frustrated.

Brown: How do you handle conflicts with your colleagues in your work?

Peter .

I will try to present my new ideas in a more clear and civilized manner in order to get my
b

—_—

points across.
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Brown: How do youﬂ}lﬂll_e your failure?

Peter; None of us was born “perfect”. I am sure I will be given a second chance to correct my
mistake. .

Brown: How long would you like to stay with this company?

Peter: I will stay as long as I can continue to learn and to grow in my field.

Brown: What range of pa‘y/-scale are you interested in?

Peter: Money is important, but the responsibility that goes along with this job is what interests
me the most. To be frank and open with you, I like this job, but I have a family to sup-
port.

Brown: We will let you know the result probably next Wednesday. I hope to give you the posi-

tive reply.

Peter: OK, thank you very much. Bye-bye.

Words and Expressions

joint venture BRI
bilingual  adj. BGE Y
health insurance BT RE
w adj. ZEm
internship  n. L3
m traits ANHEAFE
frustraimg aa}. 4 NIHFER
clerical ~ adj. SCAHY
wmim n. 1%, 4rBc
benefit n. faA
glass ceiling PR T PR A
multi-tasked ZAEFH
motivate . B 5 Wk
o a2
pay-scale Pt

Notes

1. major n&v. Fi,FE

Mathematics is my major. 3 )% b 2502

She majored in Maths and Physics at university. #ill £ /2% B FEE2EF4

2. joint venture F ¥

Chinese-foreign equit joint venture HF7MSHZE M

Today, 26 insurance companies are operating in Chinese insurance market, 4 of which are

state-owned companies, 9 are share holding companies, 4 are joint venture companies and 9 are for-
eign insurance branch companies. H &, 2 E$tH 26 ZIRK AR, HhEAMBE AR 4 K, By
HATE 9 K, PIMERAT 4 K INEREAT AR 9 Ko
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3. clerical adj. CHH

the office clerical work JIpAFELHTAE

basic quality of the clerical staff SC45 TAE#H HFEA K H

4. health insurance EJTARK , fdtHe {516

life insurance A BH{R[

urban health insurance system reform in China F [ B4 B )7 {56 il 3 g

5. qualification n. WK, KH, R

improve the teachers’ professional qualification &2 Ifif) ML 55 & R

He is young, intelligent and have good qualification, but he has no experience. {fili4E5% , BB |
REh, HRERZ LK

6. project n. THE, WiH,HE

carry out a new project SEAT—IUHT iR

research and application of the theory and key technologies of advanced project management
SEREI B A BEOR B BIS 5  BOCHEBOR ST 5 R

7. administration n. f7IE, B 25

economic law and modern administration 2255 5 BACATEUE B

Who is in charge of the administration of your company? #R{1/2 &) B4 TE TAEH e 577

Modern administration must establish modern administrative decision-making mechanism. F{{t;
A4 B R A28 ST IRAR AT USRI

8. motivate wv. K, Sl

staff motivate mechanism 51 T3 AL

How to motivate knowledge personnel in modern enterprises has become a hot issue. Bt 4>\l

Jnar e R A By T O — AN AR

Exercises /

Listening

Listen to the following dialogues and try to fill in the blanks.

Wang Ling: May I come in?

Mr. Brown: Yes,please. I’ m Peter,the director of Personnel. What can I do for you?

Wang Ling: Nice to meet you. I’ m Wang Ling. I’ ve come here for an interview of Sales Rep.
as requested.

Mr. Brown: Oh,yes. How do you do. Miss Wang? Sit down, please.

Wang Ling : Thank you.

Mr. Brown; @®

Wang Ling: I have worked with the ABC Corp. for 2 years as a Sales Rep. .

Mr. Brown: Why did you leave your previous work?
Wang Ling; @
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Mr. Brown:
Wang Ling:
Mr. Brown:.
Wang Ling:
Mr. Brown:
Wang Ling .
Mr. Brown:
Wang Ling.

Mr. Brown:

Mr. Brown:

Wang Ling

Mr. Brown:

Speaking

Could you tell me about your achievements?

&)

So, could you tell us about your English communication skills and computer ability?

@

Would you like to describe yourself as what kind of person you are?

®

What starting salary would you expect here?

©

You would be eligible for a raise after a year if you are employed. In addition,we

offer good benefits and some training.

Well, thank you for your interest in our company. We hope to make a decision by
the end of this week.

OK. I hope I can become a member of your company. Bye-bye.

Bye-bye.

| . Make sentences with the following Chinese expressions.

1. I have rich experience in . ..
A, ANNBHERM
B. T
C. MAZEICHBTHE
2. 1’d like to ask about . . .
A. T [n)
B. $RFHLLx )
C. BRSO , 28 Il &5 4 A1) ] it
3. 1’d like to say that my strong point is that . . .
A FRBSE, Bk, AL
B. IRAEAEE 1 FIREF R TAE
C. ®RE TS N &35 B\ TAERE B

Il. Making dialogues by using the materials given below.

1. Suppose you are a graduate student without any working experience ,how could you best de-

scribe yourself and try to seize the job opportunity.

2. Suppose you have several years of working experience in the field and you want to seek a

better job. You are confident in answering my questions and wisely asked about the remuneration of

our company.

ll. Roles play.

Firstly, the teacher divides the class into small groups. Each group needs some students to act

as candidates who are applying for a job,one acts as an employer, or maybe one operator or secretary
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or receptionist. Then each group will choose background of the interview which the teacher gave to
try and make the dialogue and practice with their group. At the end, the teacher evaluates students’
performance and gives feedback.

Interpretation

Translate the following Chinese sentences into English orally.

QAR T A L KNG

A RETE—FAFIMA KT TS A, KR & E 1L, 5 R EARIT—&A1E,
AR SR AT R T,

Q: PRI 7 T A 2515 7

A RS o e i BN , B P e i A B ERCHRE

Q: & HBAEtE BB EpPLG?

A BA AT AR

Q: Rz H Ny ?

A:—A ALK,

Q: RIF R 4 TAE?

AR 2o B  BUERBIA &7 TH 19 TAE

Q:MIEINLEK AR TAERL? I 2B THE?

A JFORIZA /D, i — 2 R HLWYE, Br U3 TAE, RS —HhEARREN
IfE,

Q: A AEFERANAR?

AARMIA R A REFE S E, AERE 7= 5 R, Wl FRITA RFMER RS
A BB — R BRSO 2Rt 060 A TARM IR FE A w) BB,

Q: B RHIE A 47

ATRE TR, TSR 2 HE B O AR ], BT DA BB HERT 58 B TAE .

QR B TRA 47

A HIRNI R HR , FRER B, AR ANRESA S E , A RAERS 7 BRI
ZhZ ERE P

i Part I Reading
Text A

How to meet an interview

When you go for an interview, you appearance is the first factor an interviewer notices about
you, so it should be as favorable and professional as possible. The most important factors are neat-
ness, cleanliness, and appropriateness. Excessive jewelry or makeup and elaborate, dressy, sheer,

or tight clothing are not appropriate. Grooming should be immaculate, with hair and nails clean,
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buttons should not missing; @d@ should not be@o{ ra\iliné\,, shoes should be clean

and shined, and should not bé run down : the ‘heal,
When you arrive for an interview, zr‘(:ms is very important; being extremely early is no

better than being a little late, which is equally as annoying. If you do arrive ten minutes early, ask
where the washroom is and quickly check your appearance.

When beginning an interview, you should wait to be asked to be seated. If _a@ chair is
indicated for you, be seated there. If no particular chair is indicated se‘lbect one that positions you
across from the interviewer to enable you to maintain eye contact and to talk without having to twist
around in your chair.

During an interview, you should also avoid being il{ﬂnnered. Do HOM; do not

smoke unless invited to do so; do not slouch ( which indicate lack of interest) ; do not ask for re-

freshment ( unless you are coughing and need a glass of water to recompose yourself) ; do not @,
tap or @e; and do not monopoli

firm handshake, listen and maintain eye contact both when speaking and when listening.

the conversation with endless personal narrative. Do have a

In one word, succeeding in an interview requires mastew the common courtesies to and the
ability of communication etc. .

In a job intervie;v, the interviewer often asks some troublesome questions. Here we provide you
with a few good questions. If you can make use of these questions carrectly, you are sure to give a
good impression. : ;

Tell me something about yourself. Say you’ll be happy to talk about yourself, and ask what the
interviewer wants to know. If this point is c\l;a\riflgi , respond. If not, tell why you feel your skills will
contribute to the job and the organization. This question gives you a great opportunity to sell your-
self.

Why d?/ygq want to work for this organization? Cite its reputation, the opportunities it offers,
and the working conditions. Stress that ;ou want to work for this organization, not just any organiza-
tion. i

What are your salary expectations? If you are asked this at the outset, it’ s best to say, “why
don’t we discuss salary after you decide whether I’ m right for the job?” But if the interviewer asks
this after showing real interest in you, speak up. She or he will probably try to meet your price. If
you need a clue about what to ask for, m you disguss your salary range with me?”

If we hire you, how long will you stay with us? Answer by saying along these lines: “ As long as
my position here allows me to learn and to advance at a pace with my abilities. ”

What didn” t you like about previous jobs you’ ve&eld? D\i_s//cuss the things you didn’ t like, but
avoid making slighting reference to any of your former employers.

How do you spend your Eis\_u’rg time? Mention 8 cross section of interésts-active and quiet, so-
cial and solitary-rather just one.

Tell us something about your home life and your personal finances. If you feel you are being

asked questions that are too personal in nature, respond by saying, “Why do you ask?”If the answer
/7~

you rec\e/iie is not acceptable, (don’t say, “What a rude question” , but you may reply that you do
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not understand what the questions have to do with the job being offered and would prefer to delay

discussing your personal life until both of you have determined a mutual interest in your candidacy

for the position.

Words and Expressions
N\
favorable adj. 5\?

—_—
appropriateness 1.

immaculate adj.
promptness n.
annoying adj.
maintain  vt. vi.
ill-mannered adj.
refreshment n.
monopolize vt.
courtesies 7.
reputation n.
mutual adj.
eye contact

the outset

salary range

Exercises

o

ZNEEZM ;A FE
BIE AT R A8 AR
NG TT5
HERT

PN

SSEE 57

2 B

AL AL
2B ; £ 32

ALAY

LE AE

FHERY

AR 22 3t

M—FF i

TR

/

| . Choose the best answer for the following questions.

1. When to arrive for an interview is best?

A. The earlier the better.
B. 10 minutes early.

C. On time.

D. A little late.

2. Which of the following is ill-mannered during an interview?

A. Smoking when being invited to do.

B. Chewing gum.

C. Maintaining eye contact both when speaking and when listening.

D. Having a firm handshake.

3. Which of the following is the best answer when you are being asked questions that are too

personal in nature?

A. “It’s a good question. ”

B. “I think it is a rude question.’

C. “I do not understand what the questions have to do with the job being offered and I



