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Workshop 1 Job Hunting

WOVKSHOPN,

Job Hunting

% Training Objectives

= 4

@ To be able to find sources of job vacancies
@ To be able to introduce oneself in job interviews
& To be able to write resumes and letters of application

@ To be able to behave properly in communication

N

1. Task Description and Analysis
»» 1.1 Task Description

Mary Cai, Bob Sun and Henry Du, mgjoring in International Trade and Economics, Applied
English ( Foreign Trade Oriented) , Marketing respectively, are to graduate from the college in
the coming July. They are now busy searching various information on job vacancies, preparing

their resumes and letters of application, and having interviews one after another.




LEEL ERE S

»» 1.2 Task Analysis

Mary Cal went to a job fair two weeks ago and left her application for the position of a sales-
person in quite a few companies. Fortunately. one of the companies, Heartman Fashion Corpora-
tion Ltd., was interested in her and called her to have an interview. Mary Cai is now preparing for
her interview. She is searching for the information about the company with regard to its location.
history, range of products, market, etc. She is also cramming herself with the vocabulary, expres-
sions and knowledge relevant to this line. In the meantime, she never forgets to go over DOs and
DON'Ts in the inferview and frame the questions she will ask.

Bob Sun is inferested in a job position advised in Changzhou Daily, to be a translator/an inter-
preter as well as part-tfime salesperson, in an export-oriented machinery manufacturing company.
He is now preparing his resume and letter of application.

Henry Du has experienced two inferviews but failed to be recruited. Recently he has frequently
visited different employment markets on the Internet and tried his luck. Today he came across a re-
cruitment advertisement—a floorboard company needs salespersons to help promote their prod-
ucts info North American market. Since English is his advantage, he wants fo have a try. He is now

updating and refining his resume and letter of application, and contacting the company via e-mail.

2. Oral Tasks

»» 2.1 Sample Dialogues

Sample Dialogue 1 ,
Applying for the position of assistant to a real estate manager
C(Candidate): Cheng Dong I(Interviewer): Amy Modern
Good morning.
Good morning. Sit down, please.
Thank you.

You are Cheng Dong, aren’t you? I am Amy Modern, Director of the HR Department.

Yes, I'm Cheng Dong. Glad to meet you, Ms Modern.
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Glad to meet you, too. I've gone through your resume and would like to know more

about you.

: Thank you for your interest in me.

To start with, would you like to tell me a bit about yourself?

Sure. I'm a senior student at Guangdong University of Finance. 1 expect to graduate
this summer. My major is Marketing.

So, why did you choose our company?

As far as I know, your company is one of several leading real estate developing corpo-
rations which have performed very well in recent years. I think working here would
give me the best chance to use what I've learned at university.

As a major in Marketing, what do you think you can do in the industry of real estate?
Well, I'm good at promoting sales, and particularly good at tackling problems. For
example, I know I must first analyze the problem and work out its major cause. Then
I will be able to search for ways to solve it from the available data.

Sometimes data is not enough. Have you got any relevant experience in this field?
Last year, during the probationary period, I was offered a chance to work part-time in
a real estate company in Nanjing, helped advertise the sales of apartments. I really
learned a lot from the experience, especially learned how to assess people’s strengths
and abilities and convinced them to buy apartments suitable for them.

Can you cope with hard work under pressure and in a tough environment?

No problem. 1 don’t care about pressure or the environment as long as I enjoy the
work.

Good. Now, do you have any questions to ask?

Yes, I've got one. Are there any opportunities for employees to be transferred to the
head office in Hong Kong or other branch offices around the nation?

Probably. I think you are likely to be sent to work in the Beijing branch to get experi-
ence later on once when you have proved your work.

Oh, great. If 'm accepted, I will do my best for the company.

I wish you luck! We'll notify you of our final decision by Friday.
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Thank you, Ms Modern. Goodbye.
Goodbye.

Sample Dialogue 2

A: Interviewer B: Interviewee

: Miss Sheng, you've given me some personal information. I'd also like to know some-

thing about your educational background.

OK. Let me start with my middle school education. From 1990 to 1996, I studied at
Suzhou No. 1 Middle School. When I finished middle school, 1 went to college.
Which university did you attend?

Dong Hua University.

When did you graduate from that university?

I graduated in 2000. '

What faculty did you study in?

Faculty of Business and Management.

What was your major?

I majored in International Business.

Did you get a BA degree?

Yes, I did.

Did you take any English courses during your study at Dong Hua University?

Well, English was my minor. Actually, we were required to pass the TEM 4 and TEM
8 tests. I passed those two tests with honors.

What do you mean by the TEM 4 and TEM 8 tests?

Those are national English proficiency tests designed for English majors.

Great. Miss Sheng, what did you do after you graduated from the university?

I joined an import and export corporation, a state-owned enterprise. I worked in the

Export Department.

A: How long did you work there?

: Three years.
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: May I ask why you left that company?

: Well, there were two reasons. First, I didn’t like the management there. It seemed

that everyone ate out of the same big pot. Second, I didn’t see any prospects of
promotion. People weren’t promoted according to their ability and contribution, but
based on their relationships with the superiors, that is, guanxi.

What’s your present job?

I’'m now working in a US funded company, Changqi Trading Company. Though I have
a decent salary, I don’t like that work so much, for the simple reason that the work is
very easy, not challenging and creative at all. So I decided to change my job.

Why did you choose our company?

B: Two weeks ago, I read your advertisement in Youth Daily. Your company is a famous

R

multi-national corporation. I'm sure I would be able to better develop my abilities if I
had a chance to work for your company.

Do you think your present employer will let you leave your present job?

I don’t think that’s a problem. My contract expires next month.

By the way, do you have any special skills or other qualifications?

I am quite proficient in English and can speak fluent Mandarin, Cantonese, and a

little French.

A: Can you use a computer?

Yes, I'm quite familiar with such software as Windows XP, Microsoft Word, Excel,
and Powerpoint.

When do you think you can be available for this job?

: I think I can start in a month.

What starting salary would you expect?

: I would expect the appropriate rate of pay for a person with my experience and educa-

tional background.

A: Is there anything else you would like to ask me before we close our interview?

I'd like to know something about the working hours and fringe benefits, if you dont

mind.
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A: We work a five-day week with occasional overtime. We'll offer a starting salary of
RMB 3,000 a month and you would be eligible for a pay rise after your six-month
probation. As for the fringe benefits, you’ll enjoy unemployment insurance and health
insurance, as well as a ten-day paid vacation a year. In addition, you’ll receive a
year-end bonus, which is based on your work performance and contributions to the
company. Any more questions?

B: No. I think that’s all I want to know.

A: All right. How can we get in touch with you when we've made our decision?

B: You can contact me by phone. My telephone number is in my resume. Thank you for
this opportunity. I look forward to hearing from you soon. Goodbye.

A: Good luck to you. Bye.

pp 2.2 Instructions for Task Performance

e Task 1: Divide students into pairs and role-play the above dialogues.

e Task 2:

Situation: Mary Cai is now having the interview with the manager of Human Resource in
Heartman Fashion Corporation Ltd.
Divide students in pairs. Require them to make up a dialogue based on the

given situation and act it out by taking turns to be the interviewer and interviewee.
»» 2.3 Performance Records

To show the knowledge, skills and competence you have gained through learning and
practising of the tasks, you are to prepare the following evidence for performance assessment.
* Your role-play of the sample dialogues

* Your task-based simulation presentations
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3. Writing Tasks |

p» 3.1 Samples

Sample Resume 1

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

' Name: Sandy Lin

E Address: 15/F, Tower 2 , Bright China, Building 1, Beijing.

' Obijective:

: To contribute acquired administrative skills to a senior secretary/word processor position.

' Summary of Qualifications:

More than 13 years administrative/clerical experience;type 90 wpm. i
Self-motivated; able to set effective priorities and implement decisions to achieve immediate
and long-term: goals and meet operational deadlines.

Proven communication abilities, both oral and written.

Professional Experience:
e 1988-Present CALDYNE ASSOCIATES, Providence, RI

]
1
1
|
|
I
1
1
I
I
|
1
1
|
I
]
1

Secretary '
1
1
1
1
]
I
|
1
|
I
1
1
1
I
|
1
I

Process technical reports, engineering specs, and traffic studies utilizing multi-mate WP.
Type all requisite documents for staff of 30 professionals. Arrange meetings, handle incom-
ing calls. Expedite UPS mailings, Federal Express, faxing and courier services. Type statis- |
tical charts, manuscripts, correspondence, and minutes. Order supplies, coordinate daily
meetings, arrange luncheons, and administer labor cards.

e 1984-1988 BRISTOL BANK, Bristol, CT

Secretary/Receptionist |
Utilized call director, typed reports, letters, and expense sheets. Reserved conference
rooms, order supplies. Responsible for calligraphy assignments.

e 1981-1984 SARGENT AGENCY, Hamden, CT
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Assigned to school of public health. Managed typing of medical charts used in textbooks

for government funded medical program in Iran.

Pollack Secretarial School, Jackson, TN 1979

1 |
| |
r :
i Education: i
| ]
! I
i Computer Skills: i
' DOS, Microsoft Word, IBM Compatible, Lotus 1-2-3

i Separate category for computer experience calls attention to candidate’s technical knowledge. .

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

NAME: Sandy Bin
ADDRESS: 15/F, Toward2, Bright China, Buildingl, Beijing.
OBJECTIVE: A career within sales and marketing.
PROFESSIONAL EXPERIENCE:

e JOLENE’S Columbia, SC

e Marketing Director/Amber Rain, 1989 — Present
Maximize sales in 19 stores; consistently achieve monthly sales plan.
Recruit/Interview/Hire, train and develop counter managers and beauty advisors;

stress improved customer service and follow through.

1
1
1
1
1
1
|
1
1
1
1
1
I
Act as liaison between Jolene’s and Amber Rain account executives; communicate/ '
execute corporate plans. :
Merchandise cases/counters; oversee/organize stock areas; review stock control and '
productivity books. Actuate/implement promotional events to generate additional busi- :
ness. Hire/train freelance models to promote business. Conduct product sales and :
seminars for promotional agencies. i
Review and analyze goals and retail sales; interact with general managers and :
cosmetic buyers. i
Organize/Supervise 25 clinics and special promotional events. :

e Marketing Director/Emerald Haze,1984-1989. !
I

Responsible for 25 stores and $3 million account. Improved staffing, increased



