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Part 1T Viewing and Sharing

Task 1: What do you see from the pictures?

1. State your understanding of the pictures.
2. What do you think is the most important thing for an interviewee to be successful in a job

interview?

[AT A VOB INTERVIEW |

WHAT WOULD YOU SAY
1S YOUR GREATEST
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WELL,

1 DON'T CARE
WHAT
YOU THINK
AT ALL.

WELL, I DON'T
THINK HONESTY
IS A BAD THING!

1\ -

Task 2: Work in pairs. Then discuss the following questions. The words
and phrases in the box may help you in the discussion.

Source: yahoo.com

1. Have you ever been interviewed for an employment? How was it? Talk to your partner
about it.

2. What should you wear when you are interviewed?

3. What would you say if you were asked to comment on your college life by the
interviewer?

4. What might be your answer if the interviewer asked you about the reason to join the
company?

group interview stress interview stressful valuable experience
formal informal suit dress

rich colorful do well in good at

be engaged in prepare for study for enjoyable
fascinating appealing interesting be passionate for
fulfill achieve

Part 2 Words and Expressions for Communication

Task 1: Make sentences of your own using the given words or phrases in
the box below.

competent proficiency persistent punctual
sufficient internship run errands positive
benefit prominent interpersonal evaluate

Task 2: Choose a better answer from the brackets to complete these
sentences and read them to your partner.

1. It’s my honor to have the opportunity to (promote/introduce) myself.
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2. I took courses on marketing which (enabled/drove) me to have a relatively deep
understanding of the industry.

3. In my opinion, my strongest (asset/property) is my ability to stick to things to get them
done.

4. 1 firmly believe that if I make the best of myself, I can bring tangible
(financial/economical) benefits within one year.

5. My former boss spoke highly of me because of my (modest/modesty), diligence and
interpersonal skills.

6. Last year I successfully (negotiated/convinced) with our sponsors and got 10,000 yuan
for the graduation party.

7. 1 was also (heavily/hardly) involved in the department, volunteering my time to research
under Dr. Li.

8. I believe that by being positive, I will promote (positiveness/positivity) in others.

9. Solving puzzles and finding logical fallacies have long been a (passion/passionate) of
mine.

10. I am used to (work/working) until the job is done, so on my occasion I will come early

or stay late when it is necessary to complete a project.

Part 3 Reading and Engaging

Passage 1

..............................................................................................

Task 1: Summarize the main idea of the passage.

Task 2: Analyze

1. Which type of interview mentioned in passage 1 is hard for you?

2. How to prepare for the types of interviews mentioned in the passage?

Task 3: Create

Suppose you were to interview some college graduates to recruit the suitable editors for a

publishing house, decide the kind of interview you will use and list the interview

questions you will ask.

Types of Employment Interviews

An interview is a conversation where questions are asked and answers are given. In
common parlance, the word “interview” refers to a one-to-one conversation with one person
acting the role of the interviewer and the other the role of the interviewee. The interviewer asks
questions, the interviewee responds, with participants taking turns talking. Interviews usually



s X # & RIRGiKEBEHAE

involve a transfer of information from interviewee to interviewer, which is usually the primary
purpose of the interview, although information transfers can happen in both directions
simultaneously. Interviews in an employment context are typically called job interviews which
describe a formal consultation for the purpose of evaluating the qualifications of the interviewee
for a specific position. Interviews are seen as a useful tool in assessing qualifications.

When an employer calls and asks you to come in for a job interview, it’s a very big deal. It
means he or she looked at your résumé and, based on it, thinks you meet most of the
qualifications for the job. So why bother with the interview? The employer needs to know thore
about you than whether you meet all the job requirements, although questions about that will
certainly be part of it. He or she wants to know what kind of employees you will be. Will you fit
in with the rest of the staff? Are you likable? Are you enthusiastic? Will the employer-employee
relationship be successful? Not to mention the fact that you likely have some competition out
there. You will have to prove yourself to be the best person for the job. The interview is
obviously very important and because of that, it might make you a little bit—or maybe
very—anxious. Sometimes that anxiety is fear of the unknown. Perhaps knowing what to expect
will alleviate some of it. Let’s start by going over the different types of interviews you might
face. An employer will likely utilize a combination of them.

The Screening Interview

Your first interview with a particular company or organization will often be the screening
interview. Typically you will speak with someone from the human resources (HR) department in
person, on the telephone or even via video chat. His or her goal is to make sure your résumé is
accurate, With a copy of it in hand, the HR representative will verify all the pertinent
information. If you pass, you will move on to the next step.

The Selection Interview

The selection interview tends to make candidates nervous. The hiring manager typically
conducts it, sometimes with members of his or her staff, in order to determine if you will be a
good fit for the job. The employer knows you have the basic qualifications. Now he or she needs
to know if you will be a good fit based on your personality. Someone who can’t interact well
with management and co-workers may disrupt the functioning of an entire department. This
ultimately can affect the company’s bottom line. Many experts feel that this can be determined
within the first several minutes of the interview. However, more than one person being
interviewed for a single opening may appear to fit in. Often, job candidates are invited back for
several interviews with different people before a final decision is made.

The Group Interview

In the group interview, several job candidates are questioned at once. Since any group
naturally stratifies into leaders and followers, the interviewer can easily find out into which

category each candidate falls. In addition to determining whether you are a leader or a follower,
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the interviewer can also learn whether you are a “team player”. You should do nothing other
than act naturally. Acting like a leader if you are not one may get you a job that is inappropriate
for you.

The Panel Interview

In a panel interview, the candidate is interviewed by several people at once. Although it can
be quite intimidating, you should remain calm. Try to establish rapport with all members of the
panel. Make eye contact with each one as you answer his or her questions.

The Stress Interview

The stress interview is not a very nice way to be introduced to the company that may end up
being your future employer. It is, however, a technique employers sometimes use to weed out
candidates who cannot handle adversity. The interviewer may try to artificially introduce stress
into the interview by asking questions so quickly that the candidate doesn’t have time to answer
each one. Another interviewer trying to introduce stress may respond to a candidate’s answers
with silence. The interviewer may also ask weird questions, not to determine what the job
candidate answers, but how he or she answers. According to Interviewing by The National
Business Employment Weekly, the job candidate should first “recognize that you’re in the
situation. Once you realize what’s happening, it’s much easier to stay calm because you can
mentally reframe the situation. Then you have two choices: play along or refuse to be treated so
poorly”. If you do play along, the book recommends later finding out if the reason for
conducting a stress interview is legitimate. That will determine if this is a company for which
you want to work.

The Case Interview

A case interview is a specific interview in which the applicant is presented with a question
or task or challenge, and asked to resolve the situation. The case is often a business situation or a
business case that the interviewer has worked on in real life. Given information about the case,
the applicant is expected to ask the interviewer logical questions that will help the applicant
understand the situation, probe deeper into relevant areas, gather pertinent information and arrive
at a solution or recommendation for the question or situation at hand. Case interviews are mostly
used in hiring for management consulting jobs. Consulting firms use case interviews to evaluate
candidates’ analytical ability and problem-solving skills; they are looking not for a “correct”
answer but for an understanding of how the applicant thinks and how the applicant approaches
problems. During case interviews, interviewers are generally looking for numerical and verbal
reasoning skills, communication and presentation skills, business skills, and commercial
awareness.

Candidates are often asked to estimate a specific number, often a commercial figure (such
as market size or profitability) or determine action plans to remedy a business problem (such as

low profitability or decreasing market share). Questions are generally ambiguous and require
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interviewees to ask questions or make assumptions to make a reasonable, supported argument to
their solutions. Candidates are expected to demonstrate reasoning rather than to produce the
exact answer. A case interview can also be conducted as a group exercise. Here several
candidates are given some briefing materials on a business problem and asked to discuss and
agree upon a solution. The interviewers normally sit around the exterior of the room as silent
observers. They assess candidates’ communication and interaction as well as analytical thinking
and commercial awareness. Interviewers “red flag” candidates who try to dominate the

conversation; consultants work in teams, so it’s important to be a team player. \

Passage 2

________________________________________________________________________

' Task 1: Restate »
Read the passage quickly and restate the important points of preparing for a group
interview.

Task 2: Reflection & Discussion

After reading the passage, discuss with your partner about the following questions.

1. What are the important interpersonal skills as well as table manners?

2. What’s your opinion of dressing professionally?

3. What do you know about non-verbal communication?

Task 3: Watch & Comment

Find a video about the group interview from the internet and comment on the

+  performance of the interviewees. £

________________________________________________________________________

Preparing for Employment Interviews

It is important to know what type of interview you will have, so you can effectively prepare.
For example, you will prepare slightly differently whether it is your first, second, or final
interview. A first interview is typically the first step in the hiring process. Also known as a
first-round interview, a first interview is a way for the employer to find only the most qualified
applicants for the job. Many first interviews are far less thorough than second or third interviews.
This is because they typically serve to simply screen initial applicants. These first interviews,
known as screening interviews or first-cut job interviews, are often the first of multiple
interviews. Unlike screening interviews, some companies only hold one round of interviews
when hiring. In this case, the first interview might be longer and more intensive.

First Interviews

First interviews take place in many different places, and in many forms. Some may be
phone interviews. In a phone interview, a recruiter or hiring manager will ask the job candidate a
series of questions over the phone. An employer may also conduct a first interview over video or
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Skype. Because interviewing can be expensive, and the first round of interviews may include
many people, phone and Skype interviews allow employers to save money. Other first
interviews are conducted in person. These interviews typically take place at the work site or
office, but they may also occur at an independent employment services office, a college career
office, or a job fair.

Some first interviews also include a skill-based test to confirm that you have the required
skills for the job. These are called talent assessments or per-employment tests. You may be
asked to complete one of these tests online or in person. Here are the tips for first interviews.

Take It Seriously: Some people do not worry much about first interviews, especially if they
are screening interviews. This is because they think the first interview will be quick and very
easy. Sometimes people also think Skype or phone interviews are less important. However, it is
always important to put your best foot forward. Prepare for every interview, and always be
professional.

Research the Company: To prepare for the interview, review the job listing and the history
of the company. This will help you answer questions about the job and the company, and will
demonstrate that you are prepared.

Practice Your Answers: Along with studying the company, practice answering common
interview questions. Whether it is a phone, in-person, or webcam interview, you always want to
come off as polished and professional.

Show Your Enthusiasm: Even early in the interview process, you want to emphasize your
enthusiasm for the company and the job. At this point, the employer is likely looking at a
number of candidates, and you want to do what you can to make yourself stand out.
Demonstrating passion and interest in the job is a great way to get noticed.

Follow Up: Even for a first interview, you should send a thank-you letter to the interviewer
for taking the time to meet or speak with you. Mention something specific about your interview
in the letter so that he or she remembers you.

Second Interviews

Many companies interview candidates for employment twice, or even more often. When
compéhies have a multiple interview process, the first round of interviews are screening
interviews that are used to determine which applicants have the basic qualifications required for
the job. You passed the first interview with flying colors and you just got a call to schedule a
second interview. What happens next? How can you use a second interview as a means to get a
job offer?

Second-round interviews typically involve more detailed interview questions about the
applicants, their qualifications, and their abilities to perform for the company. Second-round
interviews may include interviewing with multiple interviewers including management, staff,

executives, and other company employees. Here are the tips for second interviews.
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Get the Agenda: Sometimes, a second interview can be a day-long interview. You may
meet with management, staff members, executives, and other company employees. Ask the
person who scheduled the interview for an itinerary, so that you know up front what to expect.
For example, at Microsoft the second interview process involves meeting with people from
different product groups. Candidates usually meet with four or five people who are geared to
provide an idea of what it’s really like to work for Microsoft.

Research, Research, Research: Learn everything you can about the company. Review the
“About Us” section of the company website. Use Google and Google News (search by comipany
name) to get the latest information and news. Visit Message Boards to research what’s being
discussed. If you have a connection, use it to get some insider information about management
and staff, as well as the company in general.

Review Interview Questions and Answers: You may be asked the same questions you were
asked-during the first interview. So, review the questions you will be asked and brush up your
responses. Also review additional questions you may be asked during a second-round interview
and have another set of interview questions ready to ask the employer. Like the first time around,
it’s good to take some time to practice interviewing, so that you are comfortable with your
answers.

Dress Professionally: Even if the workplace is casual, until you get the job, you will want to
dress in your best interview attire, unless you are told otherwise. If the person scheduling the
interview mentions dressing down, business casual attire would typically be the most
appropriate.

Lunch/Dinner Interviews: When you are scheduled for a full day of interviewing, lunch
and/or dinner may be included on the agenda. Dining with a prospective employee allows the
company to review your communication and interpersonal skills, as well as your table manners.
It’s important to dine carefully. The last thing you want to do is spill your drink (non-alcoholic,
of course) or slop food all over the table. Order appropriately and brush up on your dining skills,
and your manners.

What You Didn’t Say: Was there something you thought you should have mentioned
during your first interview? Or was there a question you had difficulty with? The second
interview will provide you with the opportunity to expand upon your responses from the first
interview. Review the notes you took during the first interview, to see what you might have
missed talking about and what you can clarify or add.

Ask Questions: When you’re invited to be interviewed for the second time, the chance is
good that you are in contention for the position. It’s appropriate to ask for a copy of the job
description to review, as well as to ask about the organization structure and how you will fit in.

If You Get a Job Offer: In some cases, you may be offered a job on the spot. You don’t

have to say yes, or no, immediately. It actually makes sense not to say yes right away, unless you
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are 100% sure that you want the job. Everything may seem perfect while you’re there, but, once
you have a chance to mull over the offer and the company, it may not seem as wonderful. Ask
for some time to think it over and ask when the company needs a decision by.

Preparing for Group Interviews

There are two types of group interviews. The first type is when multiple interviewers
(sometimes called a group or panel) meet with and interview a candidate. The panel of
interviewers typically includes an HR representative, the manager, and possibly co-workers from
the department where you would be working, if hired. The second type is when multiple
candidates are interviewed at the same time by one interviewer (typically the hiring manager). In
this scenario, you and other candidates would be interviewed together, in a group. Sometimes, a
group interview combines both types of interviews: you might be interviewed by a group, or by
a panel of interviewers.

Employers hold group interviews for a number of reasons. Firstly, group interviews with
multiple candidates are very efficient: they allow the interviewer to conduct multiple interviews
at the same time. The interview might also include multiple interviewers as a way to efficiently
introduce job seekers to all the people he or she would be working with. Companies may
conduct group interviews because they show which candidates work well with others. A group
interview will also show an employer which candidates will fit well with the company culture.
Jobs involving high stress, fast-paced work, or customer interaction also commonly require
group interviews.

There are a number of formats for group interviews. For an interview with multiple
interviewers and one candidate, each interviewer will take turns asking the candidate questions.
There is more variety in an interview with multiple candidates. Typically, the interview will
involve the interviewer(s) asking each candidate group questions, as well as individual questions.
The group interview might even end with everyone having brief individual interviews. The
interview may also involve a work simulation or problem-solving exercise, in which the
candidates have to work together as a team. This gives the employer a chance to see if you can
work well on a team project, if you are a natural leader, and if you get along well with others.
Somef}mes, the group work will end with a team discussion or presentation.

Below are questions one might be asked during a group interview. The list includes general
questions an interviewer (or panel of interviewers) might ask a candidate, as well as questions an
interviewer would ask regarding a work-simulation exercise.

Group Interview Questions, General Questions:

* How would your colleagues describe you?

* How would you describe yourself?

+ What interests you in our company?

* How do you work in a team?
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* Describe your career history and future goals in 30 seconds.
Questions Asked After Work-Simulation Exercises:

* What made this team work successfully?

* Who would you hire from your group? Why?

» What was your personal contribution to the team’s performance?

* Why did this team struggle to accomplish the objective?

* How did you deal with the stress created by meeting the challenges?
How to Stand Out

Be Confident and Respectful: You want to make sure your voice is heard during the

\Q

interview, but you also do not want to dominate the interview. When you see an opportunity to
speak, calmly do so, but do not cut other people off or appear too impatient and competitive.

Be a Good Listener: An important part of working with a team is being a good listener.
Listen carefully to what both the interviewers and your fellow candidates are saying (use body
language to signal your listening). When you answer a question, refer back to what the person
before you said, which shows you were listening. Try to quickly learn (and say) the names of the
candidates and the interviewers, which will further demonstrate your listening skills.

Be a Leader: If you are working on a team project, find an opportunity to lead. This does
not mean you should steamroll your group. Leading can be as simple as including everyone, and
making sure everyone has a task. If you reflect on the project with the interviewer, be sure to
give credit to your teammates.

Be Yourself: While you should make your voice heard, do not feel like you have to be
extremely vocal if you are shy. Answer questions thoughtfully—it is better to answer a couple of
questions with purpose than to talk a lot without purpose. Being a good listener who answers
questions carefully can still set you apart from the group without forcing you to be someone you
are not.

Follow Up: Be sure to send a thank-you letter to every interviewer in the panel. Try to

mention something specific about your interview to help the employers remember you.

Passage 3

Task 1: Reflection

Do you think the passage enlightening and why?

Task 2: Making Connections

1. What sentence patterns would you use to tell the interviewer your strength and
weakness?

2. What’s your suggestion on the answer to “How do you deal with pressure or stressful

situations”?

...............................................................................................



