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Unit 1 Interview

Job Interview Tips -

Here are some interview tips that will help you through the grueling job interview.

Job Interview Tip 1: Always prepare yourself for anyjob interweiv R

Prior to' attending any interview, you should always prepare yourself physmally
and mentally to avoid any hiccups. You should be prepared to answer all interview
questions calmly and spontaneously-

Job interview preparatmn activities ; e

Prepare a list of your qualifications, experiences and personahty and how these
may help you sell yourself on the job you are applying for. If you are applying for a
company which is looking for a go-getter salesman, you'd better not project’ a timid
and overcautious self-image in the interview room. Research gn the company. The
more you know about .the company, the better. Visit the library, read trade
magazines, newspapers, company. brochures and reports that wjll bring you up to
date’ with the company’s latest development.

Be aware of your strengths Write down on paper your skllls .and qualmes and
match* them with the job descnptmn in the advertisement. Think:how the company
would benefit by choosmg you, rather than another candidate.

Be aware of your weaknesses. Good interviewers are tramed well at ﬁndmg
weaknesses in a candidate. Be . prepared to provide explanations to job interview
questions that will turn thlngs to your advantage’.

Job Interview Tip 2: Keep a smiling face during the job interview.
Smiling does not only lighten up® your day but also the person who sees you, in
this case the interviewer. Who would not want to see a smile and a pleasant péerson?

But be careful not to overdo it, otherwise it would look more like a pasted-on grin that
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would not appear sincere.

Job Interview Tip 3: Make eye contact when answering job interviewer’s
questwns

When talking>fo sorheone and still ‘maintaining eye contact, you will project
yourself as confident. However, you should avoid non-stop staring as this might cause

unpleasant fellings on the interviewer.

Job Interview Tip 4: Be positive during job interview.
Pepper your conversation with a good number of positive words. In other words,
you must avoid using negative words as much as possible. After all, interviewers are

always looking for people who talk positively.

Words and Expressions

- grueling [ gruslip] - adj. 3"3#?)\39 fﬁﬁ’%jﬂw
hiceup [ 'hikap] - Cne&o o FTRR(FE)
spontaneously [ spon'teiniasli ] adv. BEH
qualification [ kwolifi'keifan ] n. B, &4
“go-getter [ 'gougeta] © e [HEER] E;ﬁ fﬂﬁﬂﬂlb‘ﬂ@k
project [ 'prodzekt] ' v. Eﬁf,%ﬂ ' :
timid [ "fimid ] - ©adi MR o e
overcatitious [ ;ouva'ko:fas] odi. TR ‘
 self-image [ self'imid3 ] - n ARER AR
“brochure’ [ brou'fus | n. /MEF o
strength [ strenf ] no KR EREK
© wesknéss ['witknis] 0 n GUAVBA
“candidate [ 'keidideit] n BEA
overdo[ 'ouva'du; ] o, @S, ’Eﬁ """ ﬂ'ﬁ‘
""" paste [p‘eis{']' C R ¢
grin [grin] n&v. BIEE 7
sincere [ sin'sig ] - adj. WM, BLH i
eye contact, = - . . . . . BXATH - o :
pepper[ 'pepa ] C on&v. B (ﬁﬁﬁﬂm%—‘#)&ﬁﬁ
positive [ 'pozativ] - : adi. HEWR, FHRL '
Z2y



~Unit 1 ierview

& Task 1 C

Answer the following questions.

1. What preparations should we make for an interview?

2. How can we update ourselves with the latest information about the company
we are applying for a job to?

3. If you are applying for the position of a salesman, what kind of self-image you
should present during the interview? '

4. What is the importance of eye contact during an interview?

Y ..

5. To be positive, what should an interviewee do during an interview?

r
IR

& Task2 . o o
.Indicate if each of the followihg statements is true (T) or false(F)
according to your understanding of the text.
[ 1. This article talks all about tips during interviews.
[J 2. It doesn’t matter if we do not know any information: about the . company that
we are applying to. A -
3 3. It is all right if the interviewer says something negative about: other
companies during an interview. - co
[J 4. We should know our advantagas -and- dlsadvantages -hefore: we go for an
interview.

" [d5.It’s bad.manners if the interviewee looks at the interviewet all the time.

¢ Task 3

‘Job' Interview Preparation Activities: Based on Text I,Aillin the ‘grid with
your own information. : TR

R
&{3 \
Sonac i

g
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Qualifications Experience Persqna!it_y

Strengths

Weaknesses

. Dressing for an Interview
Many job seekers underestimate the importance of dressing well for an interview.
It is an unfortunate fact that people are judged at first glance. A person’s appéararce
will tell :an employer if a job candidate is capable’ of handling the job and if they are
professional enough to understand what is necessary for:success. . Job-seekers -are
competing and they need the whole package: the right qualifications; a great résumé,
an effective interview, and an .impressive first appearance (and a follow-up letter) .
Many job seekers are new graduates or are trying to gain a better job. Dressing
forisuccess can be intimidating, but it can be done. There are some simple and easy
hints for success. : Do
;.- What Women Need to Dress for Success: .
® A solid-colored, conservative suit that can easily be changed with a different
. «colot blouse. A goed suit will come with a jacket, pants;.and skirt. This
makes the suit versatile®.
e A professional blouse that blends’ well with the suit. By blending weé do nét
- mean’® the same color, but it should be as professional gs the suit and the
color should coordinate'' well. RENEE
® Professional shoes with a low heel.

® A minimal amount of jewelry; classy and professional is the goal.

N
e



* Unit 1 ‘iiterview

o A well-groomed, professional hairstyle.

e Skin-colored hosiery. .

e A minimal amount of make-up. You do not want anything that distracts the
_interviewer ‘from: the cdﬂve’réation. Your skills should sﬁ;ﬁd, out :above”
anything.

® Manicured fingernails and:toenails with a conservatlve-acolored polish.: -

e Minimal amount of perfume ‘and try to avoid strong smelling lotions.. -

® A professional briefcase or pertfolio. . :

What Men Need to Dress for Success:

® A solid-colored, conservative suit.

¢ Clean shave.

* A long-sleeved shirt that matches well w1th the sult

e A professional tie.

* Coordinating sock color; no crazy. colors or styles S

o Professional color-coordinated shoes. o

® Minimal jewelry.

® Well-groomed, professional haircut.

® Minimal aftershave and/or cologne.

¢ Clean and trimmed ﬁngelihails. v

® A professional briefcase or portfolio.

Words and Expressions
underestimate [ ,aAndo'estimeit ] v AEAE ;X Feee- s o,

a package of . 5 ‘ —‘ﬁé(ﬁ‘ﬂ ffﬁF)
résumé ['reZJu'mel,lreZJu' mel] o n'.‘ Eﬂf i o
intimidating [ in'timideitig] ad] . J@"FB‘J ; o
hint [ hint] T B, %/j{' a
“solid- colored [ ‘s:)hd kAlod] ad] Eﬁ@ﬁiﬁﬁ
conservative [kan sa:vatlv] . . adj. ﬁ"?ﬂb f?%ﬂg
" blouse [blauz] S . ﬁ*‘]‘%
versatile ['vaxsatall] o ad] "ﬁm% zmﬁgm gZi‘ zzm
blend [ blend ] - ou BE
coordinate [ kou'o:dinit ] v, MRS
heel [ hizl] n. SR (BB ER
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well-groomed [ ;wel'gruzmd ] adj, RWEFH R
hosiery | 'houziari | n. A EEERK

. manicure | 'meenikjuo] - v. B R

~polish ['polif] = - . &w  WRIBEW,GEHM R, B
lotion [ 'lsufan] n. PR :
portfolio [ post'fouljou ] n. . B, Rk
cologne [ ko'loun ] 3 n  PHEFK
trimmed [ trimd ] adj. BBIREFTH

& Task 4 S N
Answer the following questions. |

1. What information can a candidate’s appearance tell the interviewer?

2. To succeed, what important factors does a job seeker need to consider?

3. What’s the advantage of a good suit?

o P
4. What kind of jewelry should a woman wear for an interview?

5. What's the requirement of a man’s shirt if he is going for an interview?
qu gomng

A IR

& Task b

Indicate if each of the followmg statements |s true ( T) or false (F)
according to your understandmg of the text. '

(] 1. Women should wear hlgh heels for an 1nterv1ew

[ 2. Stockings a woman wears for an 1nterv1ew should be the color of her skm.

[0 3. It’s all right for both men ‘and women to wear hght-colored smts .

[ 4. Both men and women should have well-groomed and professmnal ha.u'styles.

[15. Dressmg well for an mtervlew is as important as a. great resume
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& Task 6
~ Discuss with your classmates about the whale package for job-seeking
success and list the important factors for each of the components.

A Whole P;lckagé for Job-seekmg Succoss . '

RIGHT QUALIFICATIONS Example: English Certificates

GREAT RESUME

EFFECTIVE INTERVIEW : - A

IMPRESSIVE .- . S
FIRST APPEARANCE

Dialogue

A Job Interview for a Tour Gulde )

(Mary, a college graduate student applze.s for the posmon qf a tour gubde ina
travel agency. She is attending an interview with Mr. Jones, the manager of Human
Resources Department of the company. ) ’ . ‘

Mr. Jones: Good moming. My name is Mike Jones. You ve. apphed ;for a Lou,r

guide’s position, right? oY T

Mary . Yes, Mr. Jones. When I saw it advemsed I thought it would really
suit me.

Mr. Jones: Can you tell me why you replied to our advertisement?

Mary ; Well, I've always enjoyed traveling and working with people. So I
felt that this position would offer me an opportumty to extend” my
skills in this area. ’ Sl

Mr. Jones: Do you know exactly what you would be domg as a tour gmde‘?

Mary; A tour guide ensures that the tourists enjoy their travel and feel

7y

\%(‘
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