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- ‘Outlining the Job Requirements 8

« B i

o REAY
4

1.give one’s notice (FE)RHFFIRRAH ‘

P Jane gave her notice yesterday.
AT K2 HH R R T

P To find a more promising job, Tom gave his notice J

Hot Vocabularies

last week.

i bR B R O, A R E — A AT
i TAE
2.position ER{L
P It’s an entry-level but very important position in
the company.

AR ) — A2 A EE AL

P Mary gave her notice yesterday, so we have to find

someone to replace her position.

HIRRIERSEH 78S, Fr LAFRATT A 2014k A\ £ % i
B o
3.recruit 35%

P> Interview is a good way of recruiting employees.
AR IR IS R 5L B — P 07 ik .
» To recruit outstanding employees, we have to focus

on their comprehensive qualities and capabilities.

R T HEFARL R G, RATRFRE AL S
RIGFIREST
4.team work HIBA&{E

P Team work is really essential to the development of

a company.

A SRR A F B AR T %2 .
» Our basketball team won the first prize due to the ‘

excellent team work, and we were so excited.

AT BERAAESZ £ A0S F 4648 T %, AR |
R e |

&

BEXII

5.as soon as possible R

| P> There is an opening in the HR department, and we

are asked to fill the vacancy as soon as possible.

AFE NS BHRERA — B A B, FAT 175 R AR
FhHEES R
P The manager required Jack to solve the problem as
soon as possible.

L PESRAS LR AT REPRAT i phe ) L
6.candidate %% A
P There is still no decent and promising candidate
for the secretary position.

BRAE A BAT B AT LA A 55 08 Ak
P Mark is successfully elected to be one of the can-
didates of the governor.

e I M AARIEAZ —
7.graduate from e\l F

| » Linda graduated from the Medicine College in

Harvard University.

b STt S A R N Ve U
» My brother will graduate from Beijing University in
a few months.

T IR IS IS Ao
8.challenge Hki&

P Baker is afraid that he may face some tough cha—

28

llenges when he is transferred to a new department.

DL 58P0 G At A R 3 3 — R 0 D eF 2 T e 7™

| PR

| > Challenge is kind of activator to success, and when

we confront it, success will be not far from us.

PRI AT LAUER RN M REALTR] , S FRA T E e RS,



Part 1 Recruiting New Staff

N E AT T,
9.discuss with sb. about sth. 5% AititEH
» The HR Department leaders are discussing about
recruiting a new staff.
AN GRS FAE eI — 25 A 1.
» Lucy is discussing with Jim about how to use the
copying machine.
% VY R B AEAE D Ao fek F AL EDHIL.
10. make an agreement 3 R Y

P They finally made an agreement on the salary after

an intense discussion.
280t — BN TS M2 T AEH 9% )L 3k
AR,

P We hope that the USA and North Korea will make

an agreement on the nuclear issue in the meeting.

FAT A SRR 2 TS [ ) e R A A% ) | 3k |
AR, ‘
11.be good at #£-+---- HFEFET

P Paul is good at common office machines, such as

the fax machine, the photocopying machine and the i
computer. ;
(RE REAAE ] H I A B, Hanfe 5L 3

ENHLATHL IR -
P Lily is so good at English that the manager asked
her to receive and entertain the foreign guests. \
FIFT ST EARSS | T LA 22 BEEEK it FL AR A1 52 1
12.communicationcommunicate with sh. 5¥ A3
it
» When we communicate with the customers, we
should respect their opinions.
5% P St Fe A 700 R T A A AR
» Kate felt

sad that she was not good at |

communicating with her boss.
AUREARIK S b a) 38U, I AR wfE A
13.get along/on with sb. 5% A484t

P Nancy is so kind—hearted that she is getting along

well with colleagues.

il

B KB I SRS . o

P To get on well with our customers, we have to be

F—Hb AA 1B

clear about what they need.
AT 5% PEAFHARAL , AT T R 1
14.confidence E{&

» We have confidence in Bill and believe that he

| will succeed this time.

FAT HRARAT (O AR X K — 2 RE AR
»I’m a man of confidence, so I’m always positive
with everything.

FAATTH AR, T AR AT — D) R L4
IRME S
15.devote oneself to sth. /doing sth. 35 F X%

| P Rachel is such a hard-working man that he always

devotes himself to the work.

WK TAES ), SRS CHEBA TS,
» To achieve the prospective goal, Anne devoted
herself to music and dancing.

AT IEEITUY AR, L YR 4 B OB B R
PERS .
16.attitude 755
P One with positive attitude and hard work is more

likely to succeed and realize his dream.

P RS B AT TAER A A AT RS, SE 3

| HEHBE.

P Leigh takes a maternal attitude toward the Chinese

- girl.

AR XA E .
17.salary #&,Fik

| > When I got my first job, I was satisfied with my

starting salary, although it was not high.
MPEAFFNE O TAER, Fod A C R FR

B, RE AR

» As for the salary, I think it should be paid

according to one’s abilities.

KT LHE AR RIARSE S A IRE S AT
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o oW % &3t 18

n Sample Conversations

ZEKXZE4E Choose a University Student

" A:A university student may be a good choice.

(D have experience

in

C:Why? They don’t even have any experience in Vsecretary work! PE st AL
B:University students are active® and good learners, and I believe they can afford ® 2) 2l
this job. oitard]
15
A:Exactly! We can offer this good opportuni D o them. ZL ;\‘fﬁﬁ}@'
B:What starting salary would you give them? ’,l\l
3) activ
A:How about RMB 800 per month? N “W.‘
K e i . e [ "aktiv |
B:I think it is proper. You can give them a raise if they really do a good work! i, B
adj. BARHY,
A:OK! I will write the advertisement right now® ! . !
i3 Rib)

AFRBERFRF A RAH B
CMAH AR FA? MfHEX Ty T — M LA R !
BRAE A BARTEBR , o7 ) B 158 , R A 1—sE REREAE X 6 T

@ opportunity

[ 1opa’tjuzniti |

I
AR AT TERAL &iﬁmm
B A 4 1 o S
A5 F 800C 1 e 7

BN KA AT, WLRMET 00 AT LA A

ABREE T T AR

e

5 &P &4 Conditions of Job Ads

‘ @D fill the vacancy
%W A:Susan gave her notice yesterday. We have to fill the vacancy®.

URb 2 ik

B:Oh, my workload® will double! How much notice did she give?
A:She gave one and a half weeks. That gives us time to hire and train a replace—
@
ment ~.

B:Oh, no!

A:No one have to do extra work if we find a replacement in time. Now help me

More work now!

outline” the requirements® for a job advertisement.
B:Ok, let me think about it.

A:We will require a four—year degree at least, preferably in economics...

B:And experience!
A:Exactly! We’ll require two—year experience. What else do you think?
B:The person should be extroverted ®, very organized and able to work indepen-

dently.
A:Great. You don’t have to hold his or her hand all the time.

B:Definitely, that just mean more work for me!

2 workload
['wark loud |
n. TAER:

® replacement
[ ri’pleismant ]
n. BEh

@ outline

[ 'autlain |

vt. BEAR , ik
& requirement
[ ri’kwaiomant |
n. B3R

6 extroverted
[ "ekstrova:tid |

adj. Shml Y
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Part 1 Recruiting New Staff
A:lt won’t be!  Now, go and type up” the job advertisement for me. @ type up
B:Ah-ha! Extra work already! TER
AR SR T SR, A G R A AN AR .
B T B LA REEANAEOR ! dhAATRATI 25 A 94 Wit i) 2
A—F . TRATTEA e IR SR A o
BARME! THELT!
AUSRFATRE R S E AT , SRS LA BAMAG T AR | BIAE H RAE A X
NI RS R A E,
B:AFIE, i3 ARAE
AFRATZER 2D R IR ARE T, BT R F LA
BAASA THEZR!
ABRSEIE ! FATERBGAER TAELR RN Rk A Rt 542
BoiX AN N aAZish i , A 4R RE 7y , ifil ELRE S SE AL LA
AR XFEEAT E— B B /i T .
BB AL, A R B A AR R A
AR BUER RATHIS S S TEN ORI
B:ng ! RF A BN TAET !

9
.. BRRAIE

j ™ High Frequent Recite Sentences

» 1.Job vacancy BR{iZ

(D Anne gave her notice last week. % 4 & J& 4% tH & B2 # i .

@) 1 heard there is an opening in your department. # 77 3 {71130 148 — AN R AL 2 8.

3 Jack was transferred to another department, so we need a replacement for his position. 7 3, # ¥ %| 3L it

7B AR T ERAASAME b9 RAL

Do we have any good candidates? # 114 &3t A #"57

It’s an entry-level but important position, so we have to recruit someone who is fit for it. i & — />4 Z {2

REEWNRA, AUEAN — 2 BRE & EH AL

» 2.Discussing about the requirements i3t B &4

(D I want someone with at least two years of experience. REEZTVHAHETLEZLENA,

(2 We need someone who is flexible, creative, and be able to work in a team atmosphere. & 11 # — /> %
HOHAE B EARNRE T THNR T,

3) How much experience do the applicants need? KR & FE % b THhHZR?

(@ What are the qualifications you are requesting for the position? ik 77 & iX AN BR AL % B fF 4 FF 8 %
7

() I need a secretary who is advanced in computing. # % & — /Mt H LK FREHRH .

@
7=
‘@/1
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Office English Step by Step

»>3.The salary for new staff ¥R T#H &
(D What starting salary would you give the new employee? 114 % # & R % ) # 37
2 The salary varies from RMB 2,000 to RMB 4,000 per month, depending on their experience. ¥ T £ %

BANHIANEARTEEFTE,

(3) As for the payment, how much do you think they deserve? 1A 1 fi A1 5 4% % /b # k72

75 [9) 35 &

Question and Answers

REERMIAL?

Do you need to employ a new staff?

i Yes, of course. We do need a helper. % & , KA1 EFE—AHF,

| Yes, Jane resigned yesterday, so we need to fill her position. 89, ¥ X &R T | Aok &S HRA MR
APy R4

{ No, I don’t think so. There is not too much work in our department. R, & B RE LT, £A1301189
HEHFRAMRE,

¢

REGEMAETD?

Do you have any good candidates?

i Yes, we do. Mr Green recommended an excellent one to me yesterday. % 49, ® X &4kt 4 &) &

H T R —11
§ No, we don’t. We are still in search of the proper one. JREA, RANEAKRASEHAL,

 BANMZEEXANTHE TELEH A,

We should find someone experienced in our industry.

i Absolutely, one experienced in his field is easy to adapt to the new working environment. JE% 4wt ,
A LB AE D& B e TR,
i In fact,one can also achieve the same accomplishment even if he/she doesn’t have experience at

first FE L, —AMAPRRAZBREURBEE A ZEOA—HHRIK,

=

L BEXFEEARE?

How about employing a university student?

| Good idea. It is a good chance for them. #F £ & , sHEAT R FALZEANMFIA
i It’s OK, but they lack experience. 7T vA, {22 fofils 2 T2 5
{ It’s a good idea. They are so active and promising that they can handle the work.

AR AN EE ANBHER AR, FEERETHE
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M
L

BRE—REHEAREAH?

What about employing a part-time salesman for our company?

i I think it’s a good idea. It will help the company save money. ik AR A £ &, XA T AL
3] A4k

i 1can’t agree more! It is really a good way of reducing the cost. % & F] & R T, X 6942V
AT 75 ik

L |

Rr %48 FRERREF % D Fh ke ?

How much salary should I give to the part-time secretary?

P,
[ 4

“You look a little down today. Is everything all right? ", 3 down 7EiX B /& .06 K% "B B8, B £ John
7 45 down, Robert .00l “—YIERELFG? ", W RARR TXREFERE. TR, John G T
Robert {17545 , “Jenny gave her notice last week. But we only have two weeks to hire a new staff”, JERAMA]
WEMBIREI T, FEHEAERENRIIEEN A RFHSIRAIL, John LB A%, R
MR BT BB A IESF Robert B AZEMRAHR, WFF] John X4 —1, YE 1 EIHFBY John fif PRLiX /()
B 5E8%iE John BN IR EL{ELHTT, John il : “The applicant must be enthusiastic and active”, A}
John Xt 88 A 51 A9 AR R R BRI

a2 LR al®
M Office Etiquette o\

{1 think the salary should depend on his work. The better he does, the more he will get. HKINA FK
AR AL 6 TAE R T, R IAFAST, FT AL %
| 1 think a starting salary of RMB 1,000 per month is enough. &k A& #HHH —F#HB T .

ANFIBES Robert 77/ %t 18 B RS8R H2H John, Robert & %] John RJEFHRA, $KAL
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@ Piacing a Job Ad
« RKMIBEER

%2199

Hot Vocabularies

Ladvertisement |~

P We have placed the job advertisement on the in—

ternet, hoping to attract the applicants’ attention.
AT AR 5 R A RN |, A 2

W5 KB R R

» Some of the job advertisements in the newspaper

are not true, so applicants should be careful when

they seek the jobs.

AR AT SRS AL, FTLORIUVETE |

AR T AR SRR
z-fesl”me ! ] E&

» We’ve had good responses from the online ads, and ‘

received lots of resumes and application letters.
FRATHERY b S AT RIS SURONANES, ) TR
TR AR .

P We are excited that we have received good respons—|

es to our advertisement from the customers.
AFATRPLARE, B X IRATAY) 5 RN B A
3.in the newspaper ZEHR4K L

P 1 found a job ad in the newspaper last week, so I |

called back asking about the details and finally re—
ceived the job opportunity.

FRFRAEMAR AR R, FrRATR
[EFe PR EIRIISIS ez /G WK (2 A

P The job opening information in the newspaper is

available to everyone, so it is good for job hunters.
TEMRAR 0 TARMR B A AERRER B, DIttt

SREAE AR T

4.online/on the internet F_L

P | read an advertisement on the internet yesterday.

It is so suitable for me that I want to apply the posi-

tion.
FRHERAEM LB R —WRE 4, wAIERIE
£ T ASTHE 2

P 1 read your advertisement online, so I am calling
to make sure that you still need a pdrt—lime writer.
FAER BB BURAIOMIET S, FrLATHR S
| K if— thﬂ]f:’z?ﬁiﬁ‘ﬁ?ﬁﬂ?f’ﬁ%
S.post an ad FIB &
P Peter advised us to post an ad on the product pro—
| motion.
AT RT3 T i A
‘ » We are (onsulenng posting an advertisement
about the job opening both online and in the news—
paper.
FRATREAE R L FIHRAC R,
 6urgent FRKY
P Due to the increasing competition of the whole so—
ciety, we are in urgent need of high-technical workers.
BEFH 2P RARTIME, RAT2F SR T
fEABL
| P My business is too urgent to waste time on apolo—
| gies.
FA A AR 20a , AREIERH TR P e L
7.participate in $70
| P 1 was invited to participate in the conference, dis—
cussing about the recruitment of the new staff.
HZHES ML, VHEH R TS,
P 1It’s a great pleasure to have such an enthusiastic
group to participate in our project.
REAT Lt A B A S 5 AT T 0T HL A TRk
#%.
~ 8.inform sb. of sth. BAFEARLE
» When you come to Beijing, don’t forget to inform
me of the date and I can pick you up.
okt , S AR AR ], el LAl
P> Please inform us of the time of the interview.

i S SR AT o A B )



Part 1 Recruiting New Staff

9.discuss about it
P We should arrange a meeting to discuss about the
the requirements for the new staff.
FRAMINZ L HE 2 WX T 5t T 3K
P We’d better discuss about making some changes
on the recruitment policy.
A Tt e — T HRI ] ks
10.benefits 2 El4@F
P> Besides the salary, does your company provide any
fringe benefits for the employees?
B T BT ARAT 1A R4S 5 TSRS MR AN ?
P Would you like to mention the benefits and perks
on the advertisment?
VRAESEAEARIG )4 b 4R B AR R SR g 2
11.depend on ##iF, RETF
P Whether to recruit new employees depends on the
demand of your company.
ST O LR TR 2 Rl K
» Whether you can be admitted to our company or
not depends on your working experience and personal
abilities.
PRAE T BEFAT 2wl R TR LA 50
NAREST
12.responsibility F{E
» Do you know the responsibities of the government
workers?
PRAGE BN AR GRS 7
» You can'’t retreat from the responsibility in this affair.
RASRE 118X — FF R B E
13.1 can’t agree more. R IEH B E
» Do you think that we should follow the market
trend if we want to get better recognition?
QAR FRA ARAS B S A A AT, ARIA AT 10 BR
B i 8t ) 1y 7
P Yes, I can’t agree more.
A, AR EAL T
14.apply for i
P You’d better not apply for that job; otherwise you
may be in danger of overreaching yourself.
PRIEAFANE HERR LAE, ST REA A AR
ZHko
P It is almost impossible to persuade him to apply for

the job that he isn’t interested in.

LAt A B OGER K TAE LR A ATRERY .

E—HB5 AAiEEE

i 15.be appointed to #{Edn A4, EE

| P Tom is so excellent that he is appointed to the
| CEO of ABC company.
UHER RS BT M ABC /I B TR T
P Mr. Zhang cares for the masses, and he is appoint—
ed to the general manager.
GRICH AR BTN 23
16.vacancy BH, &%, Q
P We are in urgent need of a translator to fill the job
vacancy in our department.
AT 12— 2 BRI 2
» Your coming is so timely and important to us be-
cause you just filled the vacancy in our department.
PREGFI AR B it , 3 FATTAR TEEE , K 440 1 451
AT FRATTHRI T A3 ok

' 17.be essential to Xf------REE, B AADH)

P> It is essential to give top priority to the quality of
products.

KRR
P For a new staff, it is essential to abide by the rules
of the company.

Xt 38 61 1, — i BN w] (g B
18.schedule T{Eit%l, H2&RH
P My schedule is so tight that I even have no time
for rest.

KA H R ZHAR B DL 2 FRAT B AR
» We are glad that our plan is on schedule.

AR m 26 R REFE A T o
19.job fairs EMRS
> A large number of college graduates go to job fairs
hoping to seek a good job opportunity.

KRR E R A BIHREE 2 340 1AL
» We can advertise our position in job fairs,
newspapers and magazines.

FATAT ATEARIS 2 ARACAZE A AR SR
20.be concerned about Xy, ¥ iF
» Applicants are pretty concerned about their salary
and the welfare system of the company.

FH AT BTN 28 v AR A il BEAR O
» More and more people begin to be concerned about
the unemployment phenomenon, because this problem
is becoming more serious due to the global economic
crisis.

BRI 2 1 ATF R G0 R BER, R R Bk 22 3F
FERUEFFIX — RS ™ T

‘\\9
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@
H‘ > 1
%ﬁﬁh%ﬁ#ﬁ
n Sample Conversations

r%*“% The Time of POS“ng the Ad (D on the internet
A:How about posting the ad for one week? TEM |

B:OK, and Friday is the big day for job ads. So it’s better from Friday to next Fri- = @ convenient
day. [kan'vi:njanlJ
A:So the job seekers will have enough time to check the paper, especially in the  adj. Jrflif#)
weekend. @ help-wanted ad
B:ls it necessary to post on the internet? Maybe we’ll get better results from the #5771
online ads.
A:Yes, 1 think so. More and more people prefer to apply for a job on the internet™.
It is more convenient? .
B:And the cost is lower. We can promote our vacant position to millions of appli-
cants.
A:Actually I know some good websites, such as China HR, 51Jobs and China Ca-
reer.

B:That’s great. We can post the help-wanted ad®

A T — R B R

B:AFH), JE LR IR 4 O BB ], BT ARt MK ] T 3 F A i
ASRERE #2247 L8 (0 ] B 14, 5 B R AE ALK

B BEAE R b B HiFRERIHR AR A SE R E .

AR, BN R ARA L2, BORBRZ 9 N B AE R _ESRER, R P4 SE I (8.
B: 1] ELAAS i SEAR , LA T8 B 3 3 AR B RN A9 IR
AFRIEGFHIE — SRR R, SRR ™ STAA AR A M
BoREF T, ATATLAE ) & R AE B T .

on them.

1 r%ém:.ﬁ Details of the Ad (D discuss about

" A:Everybody is here. Let’s discuss about™ how to advertise the opening. g

@ first of all
HE.F—

(3 Bachelor Degree
-

(@) reasonable

B:First of all®, what kind of employee do you expect him to be?

A:With Bachelor Deg[e_e® at least, and it would be better if he has any working
or practice experience.

B:OK, that sounds to be reasonable ®. I'11 write it on the ad.

C:The applicants are also concerned about” the payment and welfare. So what’s onobl]
L 1izanabl |

the policy of your department on the salary and benefits® ? adj. £ HBi
L = | "
A:l think the wages depend on their abilities. The better they do, the more they

) be concerned

can get. about

10/
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Part 1 Recruiting New Staff =

C:I can’t agree more. But it will be more attractive if you place the wages on the Eils
ad.

® benefits

A:All right, the salary is twenty to thirty thousand dollars per year. [ "benifits ]
B:OK, next question is what the main responsibilities? are? n. (] FF
A:We need an accountant, so the responsibilities include processing commissions® @ responsibility

for salesmen and other general accounting functions. [ri.sp:)nsa'biliti]
B:Well, we generally know how to design the ad and what to write on it. n. (I4E) HA3%
A:OK, thank you very much. I hope we can attract excellent applicants’ attention. commission
B, C:Good luck! [ka'mifon]
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High Frequent Recite Sentences

» 1. Responsibilities T{EERZR

(1) What're the responsibilities of your new job? {77 T{F # & Z 8 wET AT

(@ Have you formulated the responsibilities of an accountant? el 2 2t TER T T 57

®) The responsibilities of customer service coordinator are to provide best customer service to customers in all
respects. & i 11 7 WIBREENEFREESTEO RIS

@ Your task is to make sure that each new staff clearly understand their own responsibilities. 17 # £ % & #
RENMFRIBFHE D CHRK.

» 2. Discussing about where to place the job ads i1 ZEMTIBRERE &

(D How do you want to advertise the job opening? WRIT E T 4 XA BRALER)S 7

@ 1t is a good way to place a job advertisement on the internet. AR LRI RBE) ERNFF %



