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T . Office English

1. Srervioer T

£ position B apply for H1i% ‘>
: resume/CV fR{ ' interview TR
interviewer A E interviewee [HI1R. &
education background #F i major &\l
1 bachelor’s degree 12241 master’s degree il 1241\
i MBA THEHEH+ undergraduate study Z<F}4% 3]
+ graduate study WF3R4%> internship 3£3J
{ working experience TAEZ personality ¥E#%
1 strength {5, weakness fift 55
t self — introduction HHBA+H brief description f&j BA4+45
professional knowledge &l 1iH training program 3%iJI|35i H
: _chairman of the Board FHEK president 3%
t vice president Bl SR general manager G2
deputy general manger Bl G2 F director of operations BZE S5 .
! chief executive officer(CEO) B EHITE
marketing and sales director 737 5848 Sl
market. development manager T7 37 & L 4
sales manager &5 23 sales representative 5B {CFE
¢+ business director VM4 & W business assistant 7§45 B8




customer manager % 53 customer representative 2 {3
project manager Wi H 23 product manager = 52 H
supervisor &8 administration staff 7 A 5
legal adviser E:ftJifa] management consultant 75 FJ[w]

.I
!
!
!
!
!
!
LY

\‘.’-’-‘--_0-’.’

Please give us a brief self — introduction. .%fﬁ%ﬁ‘% HE s

Can you sell yourself in two minutes? Go for it. WREEEFH AN ERE
Fgr KRR,

Tell me about your present job. WiR— TR TR,

I have been working as a computer programmer W T T T4E A &5 BB 5

for five years. To be specific, I do system anal- G, E{K# i}, RIME S
ysis, trouble shooting and provide software sup- 434 | f% 2 (8] B A M %Kk 14

@ 1958180 pue YIOA\ K& Ry >-

port. IR E S
Why did you leave/quit your last job? WRAABSERIR?

Well, I am hoping to get an offer of a better po- WMBRFHEEREB —-REL
sition. If opportunity knocks, I will take it. B ITAE, nR LSRG, B
29,

I feel I have reached the “glass ceiling” in my WERHEBHRK TIE, B2

current job. / I feel there is no opportunity for AP/ A FTHIE,

advancement.

How do you rate yourself as a professional? BRI E D RS
WARYE ?
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F . Office English

What contribution did you make to your current

(previous) organization?

I have finished three new projects, and I am

sure I can apply my experience to this position.

What can give you a sense of accomplishment?

Do contributions to your company in the future.

What makes you think you are suitable for this

position?

My education background combined with my in-
ternship should qualify me for this particular
job. I am sure I will be successful.

Are you a multi _tasked individual?

De you work well under stress or pressure?

What is your strongest trait(s)?

How would ydur friends or colleagues describe
you?

What personality traits do you admire?

I admire the people who are honest, flexible

and easy - going.

(1 like) people who possess the “can do” spirit.

W /R % H B/ B 8 T /E
BN fa] BEER 7

RECEZR=ZTHE
H,RHEEREHERNE
BREXB T L,
MAREBR AT UG AR
BR?
IR B Al BTRR
WARIN T HE AR E X
TAE?

WREHFH M Ex
THE, FRESXA LHES
RMERIERI

AR (LT AR AR5
WA ARG

IMARREARSZ TAF B g7

WA R ER
fra?

MR K SR B BT
BT

IRFR B ERFh AR BN 7

ML AFERT B &5
FEHIA

WA “ L1737 A



What leadership qualities do you think are im- B4 FE M SA BEXTFT

portant for administrative personnel? HARBEE?
A
I feel that leamning how to motivate people and MRWBEIMMAWAN #&
to work together as a team will be the major FIBURIEIEBIEN, K0 fﬁ'q
goal of leadership. . . TBC & i) i ] BA K e, g
TR e EE B, :7?
3
I have refined my management style by using an B3 L4 7F 30 X pO BOSE, Bt g
open — door policy. HBEMITHERE T, %
How do you normally handle criticism? WURER IR AR @
P2
Silence is golden. Just don’t say anything; oth- BEITER 2 4. & 48 fF
erwise the situation could become worse. 1do, 4 ,FNHFHEME, Rt
however, accept constructive criticism. SERE BT NHIE,
How do you handle your failure? BRERENFECHE.
W2
Failure offers me a chance to learn. BEAMATHR—-N¥IW
P&,

A = Interviewee B = Receptionist C = Interviewer

A: Hello, I'm coming for the interview.

B: Please take a seat and wait a moment.
A. OK.

C. Who is the next applicant?
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It’s your turn, miss.

Oh, | see. Thank you.

: Take a seat. Shall we begin now?

Sure. Thank you.

: Would you tell us about your education background?

Sure. | got my Bachelor’s degree in English Literature in x x universi-
ty. And then | studied in x x university for my Master Degree in
Marketing.

: Tell me about the courses you took in university.

: | took more than 40 courses in university, including microeconomics,

macroeconomics, marketing principles, sales management, statis-

tics, and so on.

. How do you think the education you've received will contribute to the

work in our company?

: | have already learned a lot in the classroom and | hope to be able to

make practical use of it in your company. My specialization in my
graduate years is just in line with the position you offer now. | am
sure | can apply what | have learned to the work in your company.

: Why are you interested in working for our company?

: I’'m very impressed by the culture you promote-—encouraging innova-

tive spirit in the staff. | think this provides a great platform for the em-
ployees here to bring out their potentials to the fullest degree. Be-
sides, yours is a transnational company with operations all over the
world, I'm sure | can learn a lot in this kind of global environment.

: What are your greatest strength and major weakness?
: | did some research on the local economy together with my tutor in

my graduate years, which gave me a deeper understanding of how
the local market worked. And as | majored in English in my under-
graduate years, my proficiency in English gives me a c'ompetitive



edge over the other applicants. As for my major weakness, | think it’s
that | have no working experience in marketing. But | have thirst for
learning and | learn fast. So | can make up for it in the shortest time if

| can get this position.

O

: What qualities would you expect from persons working in a team?

A. To work in a team, as far as I'm concerned, one should be coopera-
tive and willing to listen to others’s opinions.

C. OK, miss. |'ve heard what you said. We will have some discussions
and let you know if you are given a second interview.

A: That would be fine. Goodbye.

A E N

A5 RIERERH

B.if& , HE—T.

A:SFHY

C:HERT—IHEFA?

B B4R T ,/MH,

AR ERAGET , R

C.I58 , RATITHRME?

A 2R BHAE

C: T AG AT SRS T g7

AR HTE x x R¥ERW TEIBE¥LH¥AL, Z/EE x x KEREN
BEHBLEN,

C.HRURTERFER EHIRE,

A:RERFFI BT 40 £)R. QBEMRNLFTE . ENETF2 . EHEN
HEEE BITE%,
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TAERIE IR BT R,
CR B AREERATA T TG
A BXHR A T MBS EN R R A — SR B T RIERE A . RN A
RIATRMET — TG, i1 R 5 C 2Wass. RN, RARAR
Al %R R AR B EA T, RAEREEX —ERFEPEIRE,
C:HF B E B EER SR A7
A RAEREHTIE AR A S AU — S A M 2 T, X TR 2 H T 3 4
ER A TERKINGR. FE, RARE %L RIEE, A HH S
BA BGHEEFRAFRNES . ETROTEFA RELRY
BEEHFAN TSR, HRERMIFEMEEEBMRI. L, mERE
. BB, RETERE R E RN A A
C AR — ATERBA B T A B BAT A R R
A HERF LA TR, A — N ABEA A1 3 LB BT A AL,
CoHFHy,/Mil. RELWF THRITBM. RIVETIE—T, WRAKES THE

BE RGP LRI LEAIREY,
A:ﬁ}ﬂg 1'@%0
¥ Dialogue 2- - ----------- -
A= lnte_r{/iewer B = Interviewee

: H'ello. So you are Li Jing?
: Yes.

A

B

A. Sit down, please.
B. Thank yéu.

A. Tell me about your previous working experience.

B: | worked for 3 years in a representative office of an American company
' “both as a secretary and a transiator.

A. Then why did you quit your job?

B. I've always interested in business. Doing a job as a secretary and
L translator is not challenging enough for me. That’s why | would like to




A
B.

w >

»> W r @ >

apply for this job as a business assistant.

Then why do you think you are suitable for this position?

First, being an assistant involves secretarial work. And |, having
worked as a secretary before, have accumulated much experience in
this aspect. Second, | was also a translator in my last job, so | had
personally followed several projects in which | learned a lot as how to
do business in this filed. And third, | took part in a three - month
marketing training program and gained some professional knowiedge
on marketing. | believe these experiences make me perfect for this
position.

: What kind of person do you think you are?
: I'm a detail - oriented person with a strong sense of responsibility. |'m

hard — working and always willing to work under pressure. Besides,
I'm also a team player and a fast learner.

: How do you spend your leisure time?
: | love reading. Reading makes me sharp and happy. | also love

sports. I'm good at swimming and playing tennis.

: What gives you a sense of accomplishment?

. Doing a successful project.

: Do you have any questions?

: Will | receive some training if I'm given this job?

: Yes. There is a three —- month training program for every new employ-

ee. OK, so much for today. We will let you know if you are recrui-
ted.

: Thank you very much.

A RS ARRZRIE
B: 2,

-@ 198180 PUB YIOA\ && Y >
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A:TEH,

B iffifo

A HER—TRUBIA TEZ K.

B: RAE—KEEAFHINELLM 3 F R HFREE

A IR R A4 REER IR '

B: R—ENWHFBRNE, BPHMBEEFEN TENRREHKRE B EHIRE,

A FBA MR A 25848 H CE X MRAIYE?

B:y%, BB TR T XRILE, MRESBIRB, EX—FERRT
KERER, 5, REMN—TIEPRREA8E, TR ABRRLEIL
AIE ,FB T ESTABERNAR. =, RSN RH=
MAREBEHEIHEHFE T —HERTENE LR, REGIEL
Bt RIEFEGX MR

ARIAR B C BRI A7

B:RENMFEAY AREBRHIAN. BIERFE I AREET T ITE,
JF B R 1A B BAKE AT L AR P AR AR

A AR L R R — AR A 42

B:REWRIES . HREREEBALENR RUBZRES, REVEEKE
TKAPIBR

A AR R

B:f— A BT E .

A ARE Al BB 7

B: AR AR BX A TERTE , RIEZ A5G

AR, BN A IHEEZ =AM, §7,5XRBXEE, nf
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