3‘.;]__

- s

: :;-,lr":;? .
NERERETH E ,:',:g,ﬁf

L7

BEEFHIFIK?

ezmirnERE?
 (BREEEEALEI TG
 RIENEEIRT
| HTEEHE, ALER. EAESHEE

D3 zusba

\ 7/



A




ARG IIA T I3 15 DA T8, U G, s aiih . 22 T, %1
2R HEAN ] O S5 5 WA RO . AR AT I% 3 i 2~3 Be/NR iR, i ¢ o 1 () 2

HEAR . BERSIAAT e SCI 2 Mg /NI . 2807 AR 3 V20 B 0 i, b s 0y
PR R G il T s Loysl(, g8 atphnyinlil  RERIAPEE et
[ REE Y & H ALY 8 47 G IE  , JFAT SR I ] LR &S ey o]

EHEMEGE ( CIP ) 41

W SOE R TAE, FRAVHRIZTEF J1/98 SCHL ( Wenny Tsai ) .
—dtat. feE Tolk s, 2015. 4
ISBN 978-7-122-22878-9

[ . D M. M.O¥E-111E V.DH319.9
e [ A P B CIPE R A% 7 (2015) 55018807 %

JRBEARM A4 . A S GRS, TR e T )0, & Wenny Tsai

ISBN 978-986-5920-33-3

A A SRR T IR LA RSl AT BR 2 A 2RI Tl Rk 58 R e
ARLVFAT, AL 5 X i sl b A AT 8 73, i #7070

At st AU EVEARLA RS IE . 01-2015-0135
ST Al . TR Wi, b

FATHRE: ik

IRRAAT: A2 Tl R AT IG5 0lT A DK AT 00 1 171340 B4 5 10001 1)
B 3% KT REECURIAT PR s { T4 vl
710mm x 1000mm  1/16  Figk 21 “FE0400 T-7° 2015 4F 5 1AL aesfs 1 ey 1 el

5% ). 010-64518888 ({4 11: 010-64519686 ) TR % . 010-64518899
% ik http://www.cip.com.cn
FUR A S, AT Sl o G (ol 5T, AR A 48 vl G og i it

E M. 39.80T RRANERE EHELR



WIRHE T R B RERBER. EHRK? ALTE, TFHE
EIEPRAFE? SREABEZNNEZTFPREE, RENNBE, #HEIMNT
EFITE, SREEERIR, TEEFAHE, ZERAREBHINEREWIR . Bk
i, FEHARTLD! BETRHITIEPIRRE, HLREL!

EECVHERUIERRZNET, STLATSHRENR, MEKRKRTR
FIBABRESN, BHIBAAFS AW FIRRKRE . FRERTENNEIRZ—
BRBHNETFZANCRE, WREBHANIMFEVTHE, TREEHAXBLETES
AEHEIE, HtbpeH&, weilfEk. EEEP. @1FEA. HEOHEEETFER
KiERB, MARETBEIEZFHREARZERF, TAEAFODREE? 2—B=F
AERBWE, RELEE, FERSRIL? BREH#HS, SRNKBENTEIRE
#HE, MRBTREBIEAK!

BAURZ ASAE LANGN, BLFRHEBIRBEARSMLLH, HEH
RBABREHLENE, REZREHTARBERT, AESXEEL—LHEE
3, EERG EEBANIBAF. BLCH, BRAXERMEER T,



el

LA BAERG F EAMAKERES, BAZNESR? KABFRHIGED AL
15 NMEEER, AIEmikFLs, HERIF. W HEF, SPTRRBTEHN
BRRSHRBEMR], EHKIEDIM 2~3 BNNE, EEEBETEEE,

o, BREEEPRXLFENRG/NRE, HEEZHHESLIRNEL,
FAG R FNRFOER S RS %T5, £3EE T MBERS EMRLYL, EREFFIRRIE,

i “Top 5 Rp&E" 0 "RpEAE" MNERHAMBEZHSTRERTHN
AFAEERFEA, REEHXREEL, JUARBRMNEIHNEE, thaTUA
KRt T — R IBE,

SRAGEBREABNINGRBERE, TURATLERERNZES N, ABCH
7, LRTEFOEIINERF, TELEBMEAIERR, MERNEE U
Rt BESTEHRNEFL, RTEFLR, 2HRERZTEXAIR, WE
IG5 S E !

Wenny



/O ©

@ Chapter 01 T{Emik

B BIETIRBED .ovvoeens 002
DI R=N=F- 1" - 006
HENBETEES .......... 010
SO[EYE2:2 17 Sz SO 014
CIAD) %N FAES .o 018
@ Chapter 02 7
DiRiR 01 JTEE3:10 L R 024
L3RR 03 Jsiz=3: 510" N 028
U252 05 BNV il ac=r) Qo 032
I 3735 1) IO 036
U 00 JUE: 2 =S 040

AR |
\/y\ \/ \
NN\
\ v =
\",, /"H \\ /~- :
| v ‘\ p)
\ ~~
Y
CTAD 57885 e, 004
ALY SKEREOF ..., 008
Lol EE T ERBEXER...012
8jalFHiE 1 R h0FH1EE 016
CUED 2Rmite il ........ 020
g 74N I,J
i EPE
(5 02 F: 7N -k I 026
THBREMNE oo 030
iR 06 s e S 034
25 08 F: 71 I 038
CTRD 2R T .. 042

®Chapter 03 HAEHRIFILT

€T #IEBE / 53F oo 046
CTAD BEESN oo 050
LR 05 55097 - 054
V(S5 1:0r2 1T O 058

FTW S EIE coereeeeeeerreenns 062

CTAD &7 FRTHEE oo 048
BEAFEDIF oo, 052
REAHERS BAT ..o 056
BEITHOEIE .. 060

CTED 5z P AR Seis064



@ Chapter 04 BUskR S EF

€T AE—RITFFE v 068
(107 03 116 3 072
CTAD ZKEBMEHZE ......... 076
NG -~ 080
i 1n7i 17 1) [, 084
(R 11 J 3 S 088

(035, 02 -8 1511 I 070
B RAEHRIER 0K ...074
20 3 . 078
YL 2= S 082
U5 10 T =5 S 086
BHMHE IR ......090

OChapter 05 igkR#Ex

CTHE SHTEREA oo 098
U5t 05 Na - VA =1a - N 102
Y 106

m TSR eoverereeereennns 096
BERBREE ... 100
51 - S 104
B cvrnsorsevssoamsainviess 108

@ Chapter 06 T {EH &Eh

Uik 01 JE2E:3 315 SO 112
Ui 03 JEEE 71N O 116
CHUR 05 F2-T:%:: e 120
(5 1 OSRS 124
1 L) O 128

U5 02 JERC7)1E 2 S 114
CUAD 8 B EYBRME .o 118
SEEHBEFHE...... 122
LG S 126
et 1 S 130

® Chapter 07 #BI 714

(m AL WE oo 134
BEEEWFHBAG e 138
iR 05 0T T3 142
B EREW e 146

" Tk S 150

G| [ 136

P 04 BEVEToY: - S 140
PUTEW errnrrrrcrenrnnnne 144
RELWBORE v 148

BUHS WSR2 ... 152



@ Chapter 08 B AZEARXE

Uik 01 JoESANAE 3= 1 - 156
D1 +.:1 - S 160
DN b VS S 164
11Nz 2 168
RSB AR A RS ... 172
Uik 11 E S =S 176

CTAD B ETR.ceneennnnn. 158
BB IR ATAR oo 162
BRATHFF covovrrens 166
BUNEEHEE ......... 170
CIED rtHFkBenRE. .. 174

®Chapter 09 #HFHXEE

CTAD A FABRD oo, 180
LR 03 RS L E 2 S 184
CTAD FL%% . 188
2 192

(35 02 - N 182
R 04 ez T 186
RR 06 Yo 2T 190

®Chapter 10 gi & . BH5 5%

HERANHEIIR oo 196
RS RAELSEEER.......200
CTAD Rigtz. EHREE......204
N0 1); L 208
UL 212

CTAD 55053 B R ........ 198
TR R e 202
BHRTEFER ...... 206
BN ATR v 210
CIRD 28 214

@ Chapter 11 12 5K

BT oo, 218
L= 222
CTAD £ aEgiREHE ....... 226
TS S 230

SEPEZEMHHEYN.......234

CEAD BREHEE .ooeoeeee.. 220
BT E R R .. 224
BT Y ] ... 228
5RP MO ............ 232
CIED 5% P RIRH oo 236



® Chapter 12 &5 E FhEFR

L3R 01 Fe3-3e (SUE:2-0 N 240
CTAD Z P HEFENB v 244
GR35 05 JoE-Jal CIE-S0 1 ; B 248
SRPHEAFEFTEN ......... 252
AEBABEAE e, 256

SEPTRBR oo, 242
MELNBLRREE...246
SEPATFEHEE......250
5&PHIANF S5 AR 254
SEPEHNENE......258

® Chapter 13 T{£%zh

DS REBADE orereenes 262
FRRTHALE e, 266
m T 270
=R S 274
TR e 278
DR 11 e o= 282

L5 01 JrS e 286
Ui 03 BV L S 290
CTAD TEHEEES oo 294
BATHEEPRAR....... 298
AFABEEERE .ovve.. 302
U35, 11 Jor L 306

(35 02 FET050< S 264
% F 268
SR BIERERE v, 272
R o) 276
3T S 280

i =n 288
G2 2 SO 292
AT RIS TIEMA ......296
THHEEE .............. 300
DR 10 RrEx=3 304

®Chapter 15 4 ;&%t#

CTAD 25 L 5%0EHK ............. 310
U35 03 Jeans ok -3 314
CITAD 7ReEES%RR. .......318
EX DL 322

CTAD #54ERBF oo 316
IE TS kit ... 320
SIFR oo onvnesrnsesssonss 324






EEET D
w0 A L

HRSAERA R -
A:

: May | speak to Tom Wang, please?
: This is he.

15 EAIgTEN?

tBEA,

: Mr. Wang, this is Pacific Shopping Mall's Human Resource. We

received your application for the position of our Sales Manager.

: Yes.
p E%E iEEj(:F/¥m%EP’L‘Eﬁ/\j] ﬁ/ﬁn[‘o ?kﬂ]ui?' T’fhr_ﬁ‘i?jzﬂ]fé%gé

—E/\Bl]fc

B =1: 0

A:

B:
A:

: We found that you perfectly meet our requirements for the position,

and we’re very interested in having a further interview with you. Could
you come over to our head office for the interview tomorrow?

: Absolutely. When am | supposed to be there?
A:

The interview will be scheduled at 9 a.m. We'll be looking forward to
seeing you. -
BMNERE+AFEXTRUNEYE, EMESTHTEESEHE—THIK, EBHX
TIAE RN B A S REIHID?

HART BNZLREE?

BXELHELTF 9 =, BF5ERE

Work /MZEE

E7{2E S % (recruitment advertisement ) , ZHi5kEL(Z ( application
letter ) EFH* (resume ) 2RI E—H, BT RAEEX HITRBNE
it (job interview ) #&iE, EF @B LIFE, iLFEX HEEEDL
getiEl, s, URFARGEHERB—{L, FLrrssrdmtzdl, KR
gt (written test) , R HIFPH HFEOREMER, hTEA—TERXR
5, UESEBEAES,

002



-7 B A !

Jop 5 Biipu&al:

1. I'll be there on time.
=BT E,

2. What do | need to bring for the interview?
IR EBEH LM A7

3. When am | supposed to be there?
B EEH?

4. Who should | be looking for when | arrive?
HEAN EHRB—{L?

5. When will my interview be scheduled?
BB S RTHAE T AR

ﬂryﬁmﬂ:

1. Which subway station is nearest to your headquarters?
B— b ER IS B AR 2 A S &Ri?

2. Is there anything | should pay special attention to?
BRERFEHFIEIRNER?

3. Just tell the receptionist you have an appointment with Mr. Chang.
QBERAEEFAR, RREEEFAHRT T

4. You will have to take a written test before the interview.
EmRE, REFTEEB—TER,

5. Thanks for calling, but | already have a job offer.
WHSHRITRIER, BHRELHEIIET,

B i

01 position BRfz; HfL 04 written test £it
02 requirement Bk, %4
03 further interview #—3% it

05 head office / headquarters 22 F)

003




TEEEEIE, BENRSGESD!

BRSA 0 R -

A: Good morning. May | help you?

B: Good morning. | have an appointment with Mr. Chang, the Sales
Manager, at 9 o’clock.

A: B, BB 4AE0E?

B: B, BHHEELEE R4 9 584,

A: May | have your name, please?
B: Yes, my name is Howard Liu.
A: TS IFRIEH RB0L?

B: &#th, HIYELEE N,

A: Wait a moment, please. Well, Mr. Chang is still in a meeting, but he
will be available in ten minutes. Would you mind waiting for a while in
the reception room?

B: Not at all. Where is the reception room?

A: I'll take you there. Please follow me.

A ERE%, B, BEXHY, BREUENERS, B2M 10 Sk, IR
NEESEERE—2/L1L?

B: zla#, SEEAWE?

A: BiERE, BRIEkK,

Work /MziEg

RERIMEBXNAR, ATiEEIRE (interviewer) RB FHFHE—
EN& (first impression ) , #@it# (interviewee ) &2 % L9469 @ it 6 (8]
( scheduled appointment time ) 57 10~15 24pElAmE R, DUETRIER
—LHmEl (paperwork) , WHELAFEERBBDXEEHERMAS—HT
{EEiE%& (job application form ) . A EMAT&EF AR (receptionist )
RPACTHHHR, HENRHFHENZ @I (job interview ) , MRSH—L
ATHLERE, iR ABRULSISHRESENS, WEEF (reception
room ) %,

004



1. My name is Tom Wang. I’'m here for the interview.

BREEHB, HEXEHLN,

2. | have an appointment with the manager of the Sales

Department at 9 a.m.
HRBEBHEREBALELTF 9 5,

3. 1 am here to interview for the position of accounting

analyst.
FREXEmAM S/ IT—ERE.

4. Would you mind waiting for a while in the reception room?

RN BESBERE—2)LI?

5. I'll be waiting for him in the reception room.
BEESBEES M,

Mﬁﬁfﬁﬂ:

1. Where am | supposed to wait for Mr. Chang?
BN ZEEBRER KA

2. My interview is scheduled at 9:45.
BymLRHE 9 = 45,

3. Where should | take the written test?
HEEWMBHERL?

4. | didn’t know that | had to take a written test before the interview.

BTMER @A aE HEMER,
5. How long will the written test take?
ZERBEHBA?

*;&ﬁziﬂsc:

01 appointment 4 04 wait for %1F
02 reception room £&%E,; BEFE 05 schedule &k
03 written test £is
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]

A: Would you briefly introduce yourself?

B: Yes. It's my pleasure to introduce myself to you. My name is Leo
Chang. | graduated from Shanghai University in 2010, and | have a
bachelor degree in Business Administration.

A: TTRUERE £ B RN BIS?

B: 8, RRBREEBEBHENB. BNEFREMER, 2010 FEEIV F EEXRZ,
BV EERFN,

A: Do you have any brothers and sisters? Are you living with your family?

B: | am the only child in my family. My home city is Suzhou. | moved out
when | was in college. Now I'm living in Shanghai by myself. | visit my
parents in Suzhou once a month.

A: RELFPIEKRIL? BFRBIRKAEE—#YE?

B: HREBRRNIBE T, BORLEHAM. REXRFHHME KT, AERBCHEA
tB/, 1 MARFHFMERES 1 X,

A: Do you have any experience in sales?

B: Yes, | had been a part-time salesclerk in a clothing store for three years.

A: REEfTHEZRIG?

B: &, HELE—FRESIEFET 3 FHRMERR.

NI IHEDRBESBROAEMEEN "BHNB" (brief self-
introduction ) , WRNEHNTHEATFEMEIME (foreign language ) ,
HEWBRPIMEBRE N, FRENE DK, REXEEI—T, K
TaALXBEIREE T EFHFFLE (good start) , thiBRIGHEIFEALEK, X
X EBWAREF, L EXRAEDRITH,
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op 5 Bz & Al

1. It’'s my pleasure to introduce myself to you.
ERREBENBRENERE,

2. | will graduate from Shanghai University this June.
BS5E 6 B LEBRFEY,

3. I'm the youngest child, and | have two elder brothers.
BERENZ/N, LBF 2755

4. ’'m from Nanjing, but I’'m living in Shanghai with my
two sisters.
BORSEHR, BRINAERN 2 MABEAE LS.

5. | have more than two years experience in retail trade.
BE 2 ENTEVER,

ﬂ:’\:ﬁﬁiﬁﬁ]:

1.'Currently I am working for a trading company as an office secretary.
BENRE—RRD LIS NAZHB,

2. | have basic computer knowledge.
BEEMBREIR,

3. I'm very hardworking, and | always try to learn new things when given an
opportunity.
BHIGRSEH, MAREANE, BHSHABZIFHEY.

4. I'm self-confident. | like to observe people and | have the ability to lead.
HEBGE. SRURA, MERENSHEN,

5. | like to exercise, so | always play sports or workout in the gym in my leisure
time.
HEWEZ, FEZRETE, RERECSHIARERIEFRS.

S i

01 home city ®% 04 ability #h
02 graduate g\ 05 leisure time =R} 8]

03 experience £
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0 Lo (—
HREAERIUR -

A: Why do you want to work here?

B: | know this is a stable company, and | like the fact that the job
turnover rate is low here.

A: RAHARAEXRETE?

B: HEEXR—RXRENLE, MEXBHRTRNERE, XALHRBER,

A: And why do you want this job?

B: This position fits my personality best and the job responsibilities are
exactly what I'm looking for.

A: BLRATAREX G ITIE?

B: XTRURESHENH M, MELERATERREEZHN,

A: Are you aware that this position requires working overtime on occasion
to get work done?

B: Yes, | am well aware of that, and that's not a problem to me at all.

A: | see.

A: RENEX G TIERT B EMNBE, it TIEEMIT?

B: &8, BREE, MAXNERKE—SLT2 0,

A

:ﬁBﬂETo

AN TERERMAIE (ideal job) B? BAREAELENIESR
A& 2 "S> (less responsibilities ) . #% (fat salary) . E%it ( no
commute ) " B! BRATFmRE, WMAEOE "AEAEENEXPDERE" ,
HE "HAHTLRBREIRATIIAE" 0, SRTEINLEE, Bitrmidsr, £F
XEEMPERESH, BN —%KH.
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