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~ Job Interview

Goals

Knowledge Goals

Grasp the ways of hands wanted.

Learn some basic terms about job interview and be familiar with the questions asked during
the job interview.

Grasp the dress etiquette in a job interview and pay attention to body language.

Learn to write an English resume and a letter of application.

Ability Goals

Be able to succeed in an interview by reading want ads, writing cover letters, making a

resume in English, dealing with a job interview in English and reading contract terms.

I case | .

Mary, majoring in English in Jilin University, will graduate soon and she is in the job
hunt. After knowing about the variety of jobs, she has determined to be an English secretary.
She begins to study the stress-free job hunting guide, self-assessment in a job, career planning,
four steps to get you out of job hunting fast and get you working, body language, dress
etiquette,, questions asked in the job interview and so on and learn to write an English resume

and a application letter for an interview as a secretary.
Topic Reading
1. Variety of Jobs

There are various jobs in our daily life, which include secretary, managing director,
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personal assistant, accountant, receptionist, typist, IT manager, warehouse manager, driver,
marketing manager, hotel staff, catering waiter/waiteress, teacher, factory worker, interpreter,
administrative assistant, market researcher, sales representative, pharmacist, actor/actress,
journalist, policemen, computer design and application staff, accounting assistant, accounting
staff, administration staff, buyer, clerk typist & secretary, manager assistant, market analyst,

marketing representative,, and so on.
Exercises
Among the jobs, which one is your favorite? What else do you like better except the

above-mentioned jobs?
2. Stress-free Job Hunting Guide

Time, effort and knowledge are main factors in hunting for a perfect job for an individual.
Before beginning your stress free job-hunting process, you must first consider the following
points :

(1) Know what type of job you would like to apply for. Consider your interests, work
location and job shifts. If all these fit the category of the job opening available, it would be the
best to proceed with the application process.

(2) Prepare a document or career portfolio possibly needed. Several copies of your
resume, transcript of records and any certifications should be ready for immediate submission if
needed.

(3) Know where to look for job postings. Below are some sites for job hunting.

Internet. The Internet is one of the most widely used searching options. Web surfing for
available jobs is not only less time consuming than personal appearances to inquire at the offices
but also the cheapest form of job hunting.

Newspapers. It is one of the most commonly used searching medium. Local newspapers
advertise jobs that are within an applicant’s commuting distance. Usually jobs available are
regularly printed.

Career or job centers. Though fully loaded with vacancies, these companies usually
offer jobs for the younger applicants from agel6 to 18.

Job listings are frequently updated; therefore regular visits would ensure the applicants of
new job postings.

Periodicals or magazines. Professionals are best advised to look for jobs on magazines
since employers that would want to hire the same would advertise on such journals.

Offices. Most applicants may directly go to the office to look for vacancies and then
directly submit the resume or other relevant documents to the respective division that receives

such documents.
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Exercises

Job hunting is important. Especially, it’s hard to find the above stress-free job hunting
guide. Study it carefully, learn it by heart and use it in job hunting. Most important of all, you

should consider your practical situation.
3. Self-assessment in a Job

Before applying for a job, you should know self-assessment. For example, working
carefully , having a strong sense of responsibility, being upright, daring to adhere to principles,
acquiring professional knowledge and technical ability specialty, being good at discovering
problems, having fine language expression ability, having abilities of organization, coordination
and leadership, looking at a good salary and fringe benefits, looking for opportunities of
promotion and advancement, becoming an interesting and supportive co-worker, looking for
recognition for a job well done, helping with your personal problem, doing interesting and
challenging work, minding about job security, creating good working conditions, ensuring

loyalty to employers and being consulted on decisions affecting your job.
Exercises

It's essential and important in assessing yourself in a job. According to the above

statement, what have you learned? Do you know how to evaluate yourself correctly in a job?
4. Career Planning for You

When it comes to planning your career as a student, you should stay open to all options
that you hear, even if you know that you want to do nothing of the sort. It is important that you
go for your dreams in order to feel happy and fulfill with your life.

As a student, you may find it’s hard to keep the grades up, but you have to think about
the grades as part of your career planning. The higher your grades, the more options or leeway
you have with finding a career. It is important that you know what you would like to do when
you are in college.

You should not allow your parents to force you to be a certain type of person. You should
find strength in all the research to do about the job field by yourself and you will also find that
you can get a lot of empowerment when you go for something that you really would like.

As a student, you will want to take a lot of steps to plan your career. You will find out that
planning a career is very difficult for you to do, especially, when you are going to constantly be
changing your mind and your life goals.

As a student, you can overcome all of your challenges by doing some researches. The

more knowledge that you have the better opportunity that you will be able to have.
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Exercises

You know planning your career is very important during your life. Do you know how to

plan your career?
5. Four Steps to Get You out of Job Hunting fast and Get You Working

Right now you need a job with great urgency. Age is no longer a real factor. What's the
problem? T believe the answer can be found simply in yourself, because each one of us has
certain skills, talents, or god-given abilities. These things are self-evident to you. The reality
is that you are that great and so is everyone else!

The first step is to step out of the comfort zone of looking for a job. Why do you need a
job? A job, to most people, is an opportunity for you to trade your work hours and skills for
money. That’s the reason why you need a job.

The second step is to believe in your own self. If an employer would hire you for your
skills, you should hire yourself.

The third step is to BE REAL. If you're finding the current job market hard to crack,
you're not alone. Realize that your bills still have to be paid.

There are two reasons. 1) Everything you look at under the “work at home” idea sounds
like a crackpot idea or a scam. 2) Have faith in yourself. Every business owner you trade
money with took this step forward and had faith in themselves and in their ideas. You can too.

The fourth step is to TAKE ACTION. Taking action means to try a different direction. Put
faith in yourself and give it your commitment. If you have specific talents; you can “sell” as an
independent contractor, and then PROMOTE yourself.

Lastly, once you’ve been at it for a while, your confidence, pride, and belief in yourself

had created a stronger and happier person. I know. It did for me!
Exercises

Mary wants to apply for a job and gets to work after graduation. So she surfed the Internet
and found the four steps to get out of job hunting fast and get her working. Do you want to know

something about the four steps? What are they?

Notes

1. when it comes to 4425 ; 5f----- it

2. career planning A= JERLK ; B BRI

3. You should stay open to all options that you hear, even if you know that you want to do
nothing of the sort.
B /R B AR A REASOIR Fb g | (B AR W B ) — DD e 9, B EERF T LA S BE

4. keep the grades up fR454 5%

5. The higher your grades, the more options or leeway you have with finding a career.
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PR, 3R AR PO L BRI 2
It is important that you know what you would like to do when you are in college.
ERFE AR A A AR,
FEE . 7E4)%Y It is important that... F7, that M) B TE 15584022 FH B UE S, BP“ should +
iR JEIE " should A] LA4EHE , /)% ff ) important 7] PL4 iY, natural | necessary | essential
(5B ) \desirable (4 ATHRLHT) 55
You should find strength in all the research to do about the job field by yourself.
PRI 3R 1 BER A A X B
changing your mind and your life goals MUZE/R AR LA 1% H bR
Four Steps to get you out of job hunting fast and get you working.
VA AL E AR IRES FOR BUF 58] TAE
with great urgency &1 4] b
Age is no longer a real factor.
R AN PR CHE R
Because each one of us has certain skills, talents, or god-given abilities.

PR BAT A ANERAT — L4 RE LA RESOR I

. The reality is that you are that great and so is everyone else!

2, IR A, HoA B anatt

. The first step is to step out of the comfort zone of looking for a job.

Sk M INERAS, SR TR

. If you're finding the current job market hard to crack.

SR % B Y i A AR MES T O =) 1

. Everything you look at under the “work at home” idea sounds like a crackpot idea or a

scam.

FAEZ TAE B B 18— ), X WK A D) 5 PRl 2 — A3 A

. Have faith in yourself.

HEAC.

Every business owner you trade money with took this step forward and had faith in
themselves and in their ideas.

BASIRA SEARM ML ST, ZHE A C MG SR,

The fourth step is to TAKE ACTION.

FUA R EATE .

Put faith in yourself and give it your commitment.

HE A C, % TR

It you have specific talents, you can “sell” as an independent contractor, and then
PROMOTE yourself.

TRUNRAFFERA BE, "IV SRR A C .

Lastly, once you’ve been at it for a while, your confidence, pride, and belief in yourself
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had created a stronger and happier person. 1 know. It did for me!

BeJ5 AR—BXAE T , — Bt 2 05 R AR O B SR BR, Sk AR g SR
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New Words and Expressions

managing director
personal assistant
IT manager
warehouse manager
marketing manager
catering [ 'keitorin ] n.
administrative assistant
market researcher

sales representative
marketing representative
pharmacist [ 'farmasist | n.
computer design and application

accounting assistant

accounting stall

administration staff

buyer

clerk typist & secretary

market analyst

stress-free [ 'stres'friz | adj.
job hunting

stress free

job opening

category [ 'keetigori | n.
proceed with

career portfolio

portfolio [ port'fauljou ] n.
submission [ sob'mifon ] n.
job posting

web surfing

transcript [ 'treenskript | n.
time consuming adj.

commuting distance

job centers
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vacancy [ 'veikonsi | n. 23 FE=L A

load with v. RREY

job listings TAEVE B TAESISR
update [ 'apdeit ] t. o K IE B IE
periodical [ \piori'adikal | n. W 448

journal [ 'dzomnal ] n. H i ; 223 331 1)

submit [ sob'mit | ot. A RN ; 5K ik
relevant [ 'relovont ] adj. L

respective [ ri'spektiv | adj. IO RE-2= 10
self-assessment H K IEAL

apply for oK HE

adhere to FE; B 4
coordination [ kouo:di'neifan ] n. EE ]

look at B EHRT

fringe benefits A A

promotion [ pro'moufon | n. i DA =k

advancement [ ad'va:nsmont | n. e R ok 5
supportive [ sa'postiv ] adj. SCRFRY 5 AR

consult [ kon'salt ] . (iR I [ RRRE T2 AR
empowerment [ im'pauomant ] n. PFA] ;s $24Y

constantly [ 'konstontli | adv. AW b 5 B R H
overcome [ ,ouva'kam | vt. TR s e

self-evident adj. AN T s AN UE B BIEY

Dialogue One

Scene: Mary is talking with Mr. Henry Smith about interview skills.
S: Mr. Henry Smith M. Mary

M. Hi, Mr. Smith. I heard that you are an expert about interview. So do you mind if I ask
you some questions?
S: I'm fine. Go ahead with your questions, Mary.
: If T go to a foreign company for an interview, what kind of questions would they ask?
S: Well, they may ask you why you want the job. Let’s say you want to be an international
trader, and then how would you answer that question?

M: I guess I would say that I love this job and I am capable of doing it well.
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S:

OK. In my opinion, you can say China is a mass country and is developing very fast with
its international trade reviving. I want to get involved in business because it is growing fast

and [ can grow with it.

. Wow, what a great idea! But what if I wanted to be a teacher or someone else? How can 1

answer 1t?
Well. Generally, there are two aspects you can say. One is from the society and the other

is from you.. That’s usually the rule.

: OK. Now the second question. What should I say if the company asked about my salary

expectation? Would it be fine if 1 told them the figure?
No. It would be much better if you say that I work in your company and you must know
very well how much I should be paid. And I am sure, after I work in your company for six

months, you will find that 'm worth more. The rule is that never tell the specific figure.

. Oh, T've never heard of this.

You know, companies usually ask some negative questions, for example, do you need
training before you work? Or what is your weakness? If you say yes, that means the
company has to train you and takes time. If you say no, obviously it’s not true. And it is
not wise for you to tell them about your weaknesses. So, usually you should try to make
positive answers. You can say, for instance, “if 1 were assigned to work with my
colleagues, I would try my best to do it well and at the same time | would value the training
opportunity given to me working hard and finish my work on time because I do love the job

”
and company.

M. What a smart answer!

S: Yes, companies would ask you questions to see the way you think. So never stay silent
when having an interview. Try to come up with something related to the questions. When
they ask you “do you have any working experience?” If you don’t have any, don’t say no.
You may say “yes, I do. My study is my work. I get up early and go to bed late. I deal
with different people and suffer a lot of pressure. It’s much like doing a job. ” Of course, if
you really do not know the answer, just say “Sorry I don’t know” , because companies
sometimes will appreciate your honesty and courage.

M: Yes, I think interview is like an art. It’s interesting. I have learned a lot from you. Thanks
for your time.

S: Welcome. Wish you would like it. If you have any questions or suggestions, please E-mail
me, hello. hil8@ yahoo. com. cn.

M: Thank you once again.

Notes

1. ...I am capable of doing it well.



2. China is a mass country and is developing very fast with its international trade reviving.
Hh AR K J e, [ PR B 5 1A A %

3. I want to get involved in a business because it is growing fast and I can grow with it.
KAEA SRS TRl Wy ERERE, A C WiEkZ ik,

4. what if... g5 ELFE

5. What should T say if the company asked about my salary expectation?
QR R ) R TR A0, IS 1A 7

6. The rule is that never tell the specific figure.
JEE I S AN B B B

7. Try to come up with something related to the questions.

BOARME S MG B R

New Words and Expressions

revive [ ri'vaiv | vi. DN ROEE =B

aspect [ 'espekt | n. FE A S S T
expectation [ iekspek'teifan | n. AR, T A 45
specific [ spe'sifik | adj. TELN RS 5 09 5 BH AR Y
negative questions T A () 23T

positive questions FRAR ) it

predict [ pri'dikt | . U T 5 Pl

for instance 15 4n 5 B an

come up with PR L

relate to AR W R

Dialogue Two

Scene. Mary is having a job interview with Mr. Smith.
M. Mary S. Smith
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How are you, Mary?

: Fine, thank you Sir.

Now, please tell me about yourself.

: | graduated from in Chung Hsing University, majoring Administration. During those years,

I also took some conversation courses in a language school. After I graduated, I spent two

years as an assistant in the foreign sales department in a computer company.

: How would you describe your personality?

: I am willing to make friends with people, and I would like to know what they need and help

solve their problems. In all, I'm not shy talking to people.
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What's your expectation towards this job?

M: Apart from rich work experience and salary, I also expect to learn more about other
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M

countries’ culture and attitude towards life. I like the feeling of sitting in the office and
being able to make friends with people from different countries.
Are you willing to work overtime about three times a week and also on the weekend

sometimes?

: Since | am young and have no family, I want to take every chance to learn and participate

in any affairs I can.

. Good. But if you happen to have some problems and you find no one in our department to

help you right then, what can you do?

: If the problems are from our customers with our products, 1 will try to consult our

engineers. If I can not find help from them, I will try to read the manual to solve the
problem.

Very well. So where do you see yourself in five or ten years?

: If P'm lucky enough to have this position, I will endeavor to know whatever a sales

representative should know and hopefully move into a sales management position step by

step.

. When can you start? Next Monday is ok?
: Yes, | can.

: Thank you. I'm glad to talk to you today. Please wait for us to contact you. Miss Chang will

show you the way out. Good bye.

: Good bye.

Notes

1.

I graduated from the Administration Department in Chung Hsing University, majoring
Adminstration.
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During those years, I also took some conversation courses in a language school.
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How would you describe your personality?
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In all, I'm not shy talking to people.
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What’s your expectation towards this job?
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Are you willing to work overtime about three times a week and also on the weekend
sometimes?
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