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Unit1 Applying for a Job

Communication Objectives

® Tomake a detailed sel f-introduction to the interviewer

To respond to the interviewer’s questions

®

® Toinquire about the requirements for the job opening

® Toask about your expectation for compensation package
®

To call back to query about the interview result

I . Lead-in Activities
1. Read the following suggestions for finding a job and, in pairs, discuss which ones you agree
with and why.
1) Contact your friends and see how they can help.
2) Visit an employment agency and ask about available jobs.
3) Look for the job that gives the best salary.
4) Read the advertisement in the Business Section of your local newspaper and try to find a job
that matches your skills, qualifications, and interests.
5) Ask your parents or their colleagues to get you a job in the companies where they work.
6) Discuss your goals and interests with your friends and make a plan for how to proceed.
7) Talk to a counselor at the place where you are studying and ask for some advice.
8) Look for a job on the job-hunting websites.
2. Work in pairs. Imagine your partner is applying for a job at P&G. Complete the application
form with the details your partner tells you and then switch roles with your partner.

Please fill in the form clearly in BLOCK CAPITALS
Position Applied for:
Title:

Full Name:

Nationality :

Marital Status:
Date of Birth:
Address:
Phone Number:

E-mail:

Current Employment:

Higher Education:

Professional Qualifications:

Computer Skills:

Language Skills:

Interests:

Signature:




3. Read the checklist about factors affecting your job selection, put them in order of

importance (1-7) with 1 indicating the most important and 7 the least important and
then state your reasons.

Factors Order of Importance

Career Development

Monthly Pay

Promotion Opportunity

Flexible Benefits

Working Environment

Training Opportunities

Company Reputation

4. What is it in a business that appeals to you mest in your job hunt? Discuss with your
partner. '
5. What kind of job would you like to have, and where do you see yourself in five years?

Ten years? Discuss with your partner.

I . Useful Words & Expressions

apprentice/ a'prentis / n. e, EX
bilingual / bai'lingwal / adj. RERPIFIIE B /Y
candidate / 'keendidit / n. HIERBPE, BREABREE
curriculum / ka'rikjulom / n. e

employer / im'plois / n. BE
extracurricular / ekstroka'rikjule / adj. FR IR LS
hire / 'hais / . EH

in-house training np. 2 A W R YI
interview / 'intovju: / n. [i:ih5:
interviewee / intavju:'i: / n. R E
interviewer / 'intovjua(r) / n. HiRE

job opening np. AL R

minor / 'mains / n. BlEFH

major / 'meid3zs / n. FERH
nationality / ineefo'naeliti / . Sk

trainee / trei'ni: / n. BIlE LT E
pay rise (BrE)/pay raise (AmE) np. g
probationary / prau'beifoneri / adj. KRR, B
promotion / pra'maufan / n. FHiE; A EF
qualification / kwolifi'keifon / n. Vil

« 2 .



recruit / ri'kruzt / n. CHLA = B 37 AR B

scholarship / 'skolafip / n. R¥e

short-listed adj. A4

prospect / 'prospekt / n. ATEL; AR

remuneration / rijmjuna'reifon / n. Fik/FHM

resume / 'rezjumei / n. Bh*

vacancy / 'veikensi / n. EER, TH; ZR

Job Hunting Terms
background check TRAA cold call BNV
career change Bk ¥ 38 compensation package i/ B S
career fair/ job fair s job-hunting etiquette sRERALAX
career planning i Q75 | cover letter HFHE
chronological resume Sk ERE T curriculum vitae (CV) i GiE
hybrid resume BEREH work history IHEZH
declining letter 5] 45 pR internship o> |
job application SRER job offer fifﬁiﬁﬂ
job satisfaction TEWMEE job skills THEHi6E
key accomplishments FEMH letter of acceptance HEZ KR
letter of recommendation HEF S networking B ABRX R
headhunters/executive search firms | &3k /A7) reference list/sheet B ANLHB
salary negotiation it thank you letter B fE
Job Interviewing Terms

screening interview 7 36 T 3k traditional interview 1% 55 T iR
behavioral interview T AR R panel/group interview /NG T AR
case interview R mEiR situational interview % 3% T iR
stress interview FE  E phone interview B, 7 TH R

Dialogue 1

(Interlocutor A : job applicant/Interlocutor B: HR manager assistant.

Il . Sample Dialogues

of fice of Interlocutor B to ask the requirements of the job opening.)

Interlocutor A calls to the

A. Hello. My name is Guo Li. I was wondering if you have a store manager position available

now. !

B. Yes. We have a job opening for a store manager. *

A. Oh, great. Could you tell me about what qualities should the store manager you are looking for

have?

B. Well, firstly, the store manager should have the vision and capabilities to formulate strategies to

reach his objectives and communicate these ideas to his/her team members. * He/She should be

o 5



aggressive, conscientious, and provide follow-through on all areas of responsibility. * Secondly,
he/she should be a role model for co-workers and be enthusiastic and self-motivated. In
addition, he/she should also know how to motivate his/her staff, how to inspire them and how
to make them work most efficiently. And he/she also should be good at organizing his/her own
work as well as that of others.® The last but not the least, he/she surely should be capable of
inspiring others to recognize; develop and apply their talents to their utmost potential to reach a

common goal. °

: How many years of work experience must a potential candidate have?

: At least 3 years’ work experience in computer retailing industry. Besides, he/she should have a

college degree in marketing or computer. ’

: I’d like to apply for this position.

: Very good. Please fill out the application form, and hand it over to our department. Oh, we also

need your resume. Would you send them to us by next Tuesday?

: Yes. I’ll do. May I leave my telephone number to you so that you could get in touch with me

when an interview has been arranged?

That’s good. What is your number?

: My cell phone number is 15939872467.

Thank you very much. We’ll notify you of the result by the end of this month.

: I’m looking forward to hearing from you. Good-bye.

Bye-bye.

Notes

1=

I was wondering if you have a store manager position available now. &R S AFEREAEJEK/I]
JEETE BRI B

. Yes. We have a job opening for a store manager. B, B{1A —NIEK/ITEL BB 28,

a job opehing for... XA AERALHZS R, B 40 :a job opening for a secretarial position, —/~Fk$5
AN 2S B, F8 BR{L 25 B3 | A A have a... position available, fi {lll . Part time secretary
position available at a corporate office in San Diego. &b B H— K/ Al A E T B H IR
G

Well, firstly, the store manager should have the vision and capabilities to formulate strategies to
reach his/her objectives and communicate these ideas to his/her team members. W, & %5, )5 /115
SN %A RN, BB 2 2 AR B AR A SRR, R A BB B C AR A T AL .

He/She should be aggressive, conscientious, and provide follow-through on all areas of
responsibility. /i AA HBOEM  AEEE, M B HEHMFAERFKEBE. follow-through
IRILFJE, U0 . 1” ve never met a successful person in any business who thrived on coming up
with great ideas with no follow-through. A& R4, RE LB, (BRE H—LHIE,
BR RN AT RE & 50 B , 785X T B 8 D B B B B T R .

And he/she also should be good at organizing his/her own work as well as that of others. ftii/#h
R K HE g O MM A B THE. be good at something, KIS .

The last but not the least, he/she surely should be capable of inspiring others to recognize,

develop and apply their talents to their utmost potential to reach a common goal. /g —&E,H

T 52 AL IR 9 B AT, b/t G 5 7 EL A 38503 b A B4 BB T . 65 At AT BE 58 A IR | 3% I A0 AR B 4t 1%
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HCAREERH A% . the last but not the least &3 {14 AY /& last but not least & last but by no
means least, BEER‘BEMN . ERAERAEEMN". B ¥ ARFYN ., R HANEESH
X — 1% , B 4N : What we need for this trip is a car, a good map, a compass, guns and bullets,
and last but not least money. ATHATER —HIE, —REHBE, - &/ M T3, FH
RE RS, ZRIEM last Fl least 8 —F # 2 (1], 3 SR 9 “FF L 897 (alliterative) ; last but
not least i 52 X id] 2 [AIAE L I #Y first and foremost, BI“H B A, L EHEEZHN”, 4. He
is a man who wears many hats, but first and foremost he is a lawyer. WA ZEH 4 ,HEEEK
B —EI.

7. At least 3 years work experience in computer retailing industry. Besides, he should have a
college degree in marketing or computer. £/0F 3 EFNFHNEEN LK. BRKZIN BEFH
EHBRETENE W ER AL, “H e i) TAEZ 5”0 UL have a work experience in. ..
e#ik, a college degree ERA R F AL, AL A : 2 master’s degree Al -2 ; a doctor’s
degree 8+ 217 .

Dialogue 2

(Interlocutor A : jobapplicant/Interlocutor B: HR manager. Interlocutor A comes to the of fice of

Interlocutor B to take the interview by the latter. )

A

e o B

Good morning, Mr. Cai. 1 am Wang Ping, the guy who talked with you on the phone
yesterday. I am here for the interview.

Hi, good morning, Mr. Wang. Come on in and have a seat.

. Thank you.

Could you please briefly introduce yourself?!

No problem. It’s a pleasure to introduce myself to you, Mr. Cai. My name is Wang Ping. I am
a graduate majoring in computer science and technology.? During the period of four years’
study, I have mastered basic computer knowledge. So I can design, build or test software for
commercial systems. But I believe it’s just the beginning of my study and career through my
life. So I think your company can help me reach the destination. Of course, 1 will create value
for my company and prove my ability. In the spare time, I like reading and playing piano.
Various hobbies make my life wonderful and substantial.

What is your greatest weakness?®

. 1 like to make sure that my work is perfect, so I tend to perhaps spend a little too much time

checking it. However, I’ve come to a good balance by setting up a system to ensure everything
g g )4 g y

is done correctly the first time.

. What is your greatest strength?*

. My time management skills are excellent and I’ m organized, efficient, and take pride in

excelling at my work.

. How do you handle stress and pressure?’

. Prioritizing my responsibilities so I have a clear idea of what needs to be done has helped me

effectively manage pressure on the job.

. What motivates you?

. I’ve always been motivated by the desire to do a good job at whatever position I’m in. I want to

excel and to be successful in my job, both for my own personal satisfaction and for my
e 5 e



employer.

: Why should we hire you?*

: You should hire me because I have the skills outlined in the job description and I bring expertise

to this position. I am hard working, professional, trusted and a team player.

: Why do you want this job?

: I well understand that this is a company on the way up. Your website says the launch of several

new products is imminent. I want to be a part of this business as it grows.

: What are your goals for the next five years?

: My long-term goals involve growing with a company where I can continue to learn, take on

additional responsibilities, and contribute as much of value as I can.

: How do you plan to achieve those goals?

: I noticed that your company provides in-house training for employees and 1 would certainly be

interested in taking classes that would be relevant.

: OK, very good. We will make our decision before March 4th. 1’1l let you know by telephone.

Thank you for your interest in our company, Mr. Wang.

A: Thank you Mr. Cai for your time today. I’m definitely interested in this position. I am looking
forward to your call.

B: Good-bye.

A: Good-bye.

Notes

1. Could you please briefly introduce yourself? {REEfRI B HNFA—TF B B2 XEEIXFHE LK

MEZ—., BHAFTHERNBATEEEED, XBEMANE, RERAVAEREERTSANE.
RIRAHE , AT LGN T |1 %F : “There’s so much to tell! Would you like me to emphasize my
personal history, the special training and education I have that prepared me for this sort of
position, or the skills and job-related experiences I have to support my objective?” 2 H iR B #§ H
R rE)E, REHXETEHTHEANE.

. I am a graduate majoring in computer science and technology. B E—ZitE I X5 RE WK

A, T major in. .. LW R----er o A—FMREERTT LR My major is. .. ,

What is your greatest weakness? fREBEAKKFHHAEMT 2?7 XMRBEHEWRERBHRNBRA. B
WARBERFENBEAERET AR AAMT ARBL, LU : a sense of urgency to get project
completed B3 wanting to triple-check every item in a spreadsheet(B8 FEIEFE) . X LB &7 H
Z<BH you are a candidate who will make sure that the project is done on time 83 your work will
be close to perfect, [a] Rt A GE L X FIE = B B : What are your major weaknesses?

What is your greatest strength? R B RKMA R A7 XREESZ HEHNEBEZ — R ATERL
PREG P ARGV BP AT . ) BB AT BB A X AP X S B . What are your major strengths? #R i) B &

A] L& : One of my major strengths is my ability to work hard toward a goal. Once I make a

decision to accomplish something, it gets done and done well. For example,...

How do you handle stress and pressure? /RN 43R J1 §97 76 B & 2 (0] B AT, i A 6 F
SEIEBARAY WL A& . Il 40 : Stress is very important to me. With stress, I do the best possible job.

The appropriate way to deal with stress is to make sure I have the correct balance between good

stress and bad stress. I need good stress to stay motivated and productive. /I react to situations,

« 6 o



rather than to stress. That way, the situation is handled and doesn’t become stressful./ 1
actually work better under pressure and 1’ ve found that I enjoy working in a challenging
environment. / If the people I am managing are contributing to my stress level, 1 discuss options
for better handling difficult situations with them.

Why should we hire you? BATHH A ZEFHHR? 181555 2 a) B B % 47 B4 51 7 16 BA 4R 1 £ R
St AR BREMEE A, Bl You should hire me because I don’t need to be trained

and have a proven track record. /I have more than 15 years of education and experience related to

this position. More than six of those years have been in management positions similar to the one
available here. In my last position, I was promoted three times in the six years I was there. {
You should hire me because I have the skills outlined in the job description and I bring 10+ years

of expertise to this position. I am hard-working, professional, trusted and a team player.

Dialogue 3
(The scene is an of fice of an Investment Company. Interlocutor A, Mr. Liu, the Marketing

Manager is interviewing the applicant, Interlocutor B, Miss Ellen Chan, for the position of
Marketing Of ficer Trainee.)

A
B:
A

U

>

Will you come in please, Miss Ellen Chan? Take a seat.

Thank you.

Good to see you. Thank you for coming in to the interview. Now, let me see. You are applying
for the vacancy we have for a Marketing Officer Trainee.' Isn’t that right?

Yes, that’s right.

. Mm. And you’re in the final year of a degree in Marketing?

Yes, I expect to graduate in the summer of 2009.

. With French as your major and Marketing as a minor, right?

No. Marketing is my major—and French my minor. I’m looking for a career in Marketing, with

my language as a useful back-up.?

. Oh yes, sorry. Well now, I notice that you intend to complete your degree in three years instead

of the usual four, and that you were able to persuade the university authorities to agree to that.

Why did you decide to approach them in the first place?

. Well, the reason why I wanted to complete the degree as quickly as possible is that I am older

than most undergraduate students. I’ ve had work experience before starting the degree, and I
was anxious to be back into the working world as soon as I could. 1 made up my mind to show in
the first term that I am a well-organized and hard-working person, and then to put my case. 1

did this and the University authorities agreed very readily.

. Have you any regrets about that decision?

. Well, no. No serious regrets. But I should have liked to give wmore time to the dramatic and musical

activities I mentioned in my cover letter. * 1’ve had to cut down on these in my final year.

. Mm, now. You say in your cover letter that you are aggressive and ambitious. These are what

we name as important qualities in the job advertisement. Well, I wonder if we mean the same
thing by them. What exactly do you mean, Miss Chan, when you say you are ambitious and

aggressive?

. 1 mean that I really do want to test my abilities against very high standards. That’s why I want
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to work for your company. I don’t mean that I think you should be brutal or insensitive in
relation to other people. And I don’t mean that I bully people. I hope I never do that. But I am
determined and direct, and my experience has been that most people like that and respond to it.
They don’t feel threatened by it. _

: Mm. I think we see eye to eye there. * How about those languages? Mm, I can hear how good
your English is. How is it you can speak both Cantonese and Mandarin?

: I grew up speaking both languages. My father is a native speaker for Cantonese, and my
mother’s Mandarin is very good. We all visit relatives in Mainland regularly, and of course I
have always spoken Mandarin to my grandparents and my other relatives. I studied French in
school and now at university.

: And how good is your French now?

: My French is not as good as my English. I can read it easily and write it with no more than a few
mistakes, but I have never spent more than a few weeks in a French speaking country, so
neither my listening comprehension nor my speaking is fluent.

: Mm. Now, how much do you know about the sort of work that a Marketing Officer Trainee
does in a company like ours?

: Well. My reading of the job description suggests that a trainee probably starts as an apprentice
working closely with an experienced Marketing Officer, learning how to keep records, identify
opportunities, and implement plans and gradually taking on more responsibility and exercising
more initiative, °

: Well, Miss Chan, one of your referees says you left a place where you were employed
unexpectedly. What happened?

: I’m not sure what he means. I have certainly never been dismissed. But I did give in my notice
and leave a part-time job when I had the offer of a university place. I said very little about my
reasons for going. They would have been thought strange and rather snobbish.

: Mm. I see. Well. On another topic altogether. Do you see a use for your languages in all this?
Well, not on a daily basis. My experience is that if you do have a control of several languages,
then you put that to use only occasionally, but the occasion is often a highly critical one! You
are in a position to be extremely useful for that moment! And that is very satisfactory.

: Well, mm. Any gquestions you would like to ask, Miss Chan?

: Mm, just one. It has to do with progression in your company. I notice there is a three-month
probationary period followed by six months further training. ®* Well, what happened then? Where
are successful applicants say eighteen months after they join your company?

: Earning very competitive salaries. We don’t want to lose them. And they will be on their way
to developing one of several specialisms we require.

: Thank you. Thank you for your time, Mr. Wong. I hope I’ll hear further from you soon.

: Hmm, we have two more applicants to interview on Thursday. Well, our company practice is to
advise all short-listed applicants whether they have been successful or not by telephone or by
mail within a week after that. Well, good-bye Miss Chan. We’ll be in touch with you.

otes
You are applying for the vacancy we have for a Marketing Officer Trainee. /R #E 4% B 15 & 45151l
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H W BR{ , vacancy, ZS#HR,25BR, 40 :Sorry, the vacancy in the office has been filled. XA,
RAMZEHREHR A E. B4 (trainee) I H T 688 A 1 A —F A B 85I 65 &
TH. ERHBERERF - ERARDEIELERHEFTELE  SEBRBRER—KHTHR
.

Marketing is my major—and French my minor. I’m looking for a career in Marketing, with my
language as a useful back-up. HKHFENFTHEHNW I/ ESHAIRREFANEAIR. il
BHERN L. EBRRNHIE. back-up, 5Bh, & A . #Hli: We can use him as a back-up if
one of the other players drops out. 77 —BF{; EoAth BA 51 1B 5, F AT AT AR Al 50 b .

But I should have liked to give more time to the dramatic and musical activities I mentioned in my
cover letter. {BJ2 3 A< A8 7E Xk B AN 545 1 3h 1 1) 25 7k 0 A ], 3X 26 3% 3h 78 AR S LARIR 2ad .
XA FH T BB, should have done, 5fid ZER B, FAST X HEFRE.

. I think we see eye to eye there. FATEIR T H I LR —BH . see eye to eye, RIN“FBHETE

—%” . 0. My sisters don’t see eye to eye with me about the arrangements. I #IHIRATER
PRz S R AR

My reading of the job description suggests that a trainee probably starts as an apprentice working
closely with an experienced Marketing Officer, learning how to keep records, identify
opportunities, and implement plans and gradually taking on more responsibility and exercising
more initiative. B T B #R, REBHIETT SN FEHE BRE—2FLBRNEHT R ¥
It Z BIHNITHUN REEEREELSHRE, REELHWESHHE. job
description , B #3& /BR AL 368 6 . BRALULBA B 2 % T THE AT H L hRZE M fH 4 . an e i A B 7
H 4 St T i — R B T8 SO . BRI UL B BAEEABRAL A ER TTAS LAE MT B9 2 L OF BLIR 6 T X IR
ML HERE B, X RAER U A RER RS AT TR T HA.

I notice there is a three-month probationary period followed by six months further training. F*E
EZE 3AA MRS EEEREHTT 6 A MIEYI. probationary period, X A # . MM £ 1
AR MG E RHEE T M EEMAENAREL 6 MHWEEN.

Dialogue 4
(The scene is an of fice in one of the buildings owned by the Standard Chartered Bank in Hong

Kong. Interlocutor A, Mr. Smith, Human Resources Manager , is interviewing the applicant,

Interlocutor B, Mr. Felix Chau, who will graduate this year with a degree in Integrated Business

Administration. )

A
B.:
A

Can you come in, Mr. Felix Chau? I’m John Smith. Do please sit down.

Thank you. Good afternoon, Mr. Smith.

Well now for a start and just to set the ball rolling. ' Mr. Chau, can I check that you’re applying
for the post of Management Trainee? And that you’ re graduating in Integrated Business

studies? Tell me, why integrated? Is there something special about this degree?

. Yes, in a way there is. The subjects in the program—Finance, Marketing, and Banking, and so

on are taught as aspects of a single study—that of Business, rather than as separate disciplines

which the student has to relate to each other as best he can. I chose it for that reason.

. And what advantages do you think it has over a more conventional course of study?

. I think it’ s more coherent and more motivating, and many of my friends on this and other

courses agree with me. Everything we have done, including the study of Economics which can
o g



