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1. R3pOiEREZEY Importance of Career Oral English

I R B T R AR I bR A Hh S 2l B RIS AR Y H A AR, R 1 {6 T ) 98 i R g 43
REHFEAEAMDE, WKPNE, PARGEHEKRGES NI~ AFTEARZR. H®L
R B TEIE . TAEMSWEELHE, WS RRGERIN S B EPORT OiEREWBOR, A
EERRE—MALE M, WEHER ., RN TSR SAES H IR R SRS L SR RITE
ERBEFF R FE T RARRERBR . RGERABRE AR THAMERER, FrLsEmsARE
CE PRI P B R BR M M EAE R U AN ROV RGP ER A A RTHR R 2 —

2. Bi3% OB RY%E = Features of Career Oral English

PG OESHEAETRFELRAREARZA . B DERSEARENH M, LREA
Bk, REEMS . BIBLERA 2B 5F AR B, B O S BA MEHRR R, ARE
AARRGHRRIE, WAL, 5k, B ERSEEERGSE, MRIEAE. HHE, WRAERRAH
BEEAMM ML AIE, WEERERSARPTLIE, SRAEESAER. BITHEERR
W, SRR EZRREES. B IEREA —ENHRES, M7EFEHERRIRT, HEHARER
ZHAENRE LS, BAARROEREE. FURERIENMERRERITHHBERNL; ER
HA R PR EE BENEF O H R ER LUERE LA SR RS RA R B R

3. IREF NI OIERIALE TRYKEE Strategies of Improving Career Oral English

3.1 FFLERAIR

FEAa]—Ff CEK T3 S AR TARERIE S B . FLEAERAIRM —E E0IANC, 7EER B4
A REEE#THENRE, XTRyOENS, X LRI THMERSER &, FHARGOER
EAAMUCEREL LN U, EEEMREMERRA R, BIIRSTE R Ty T kA R B £ i
M. HI, FHESZETHE, EIMRE,

HEBEZE. ZE. 2. 2% R/ RE . FRREE . L ERM2EIOE, @i
XS A AT DR IE R A1 5 1B A B EIF OIS B R R AR, #lan: 44 “Don’t you think it
better?” “Shouldn’twe consider ... ” ¢ “I’m sorry, but I have to disagree with you.” XS Z s 8 AR E”
I B B, SERIER, RS2 EVAERF “What are you up to?” FR/R: “PREIALETATAVE? ”
MAH “What are you doing?” {BJ& “What are you up to?” ZE_LFEHIIE PR ER: “RERT2R? " 7
GBI, “To change the subject” , “Before I forget” B, “While I remember” Lt Hiji, “By the way” #
B, MAEFE “RET”H, “Igotit” B “Iknow” MEBL, BHEXRE “BRAHA”FHEH “Iam
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not clear about it” MAFHR “It’s past my understanding” B “It’s beyond me” XFpibEINKIZ —HHHFR
Ko FERSHZER, FEHHTIREENRER “After you” FR “BEHE" B—aREHBMEER.

HK, 1EARGATERBEMEYZHIRRNCMAR AN R OERATE ., RETEELCANS
B AR RN SRR EZ — W, RWIACHEREATZNR, REBEE %, Wik
WS ERE, ML AEECRRINERA G IRERY HENE 1A RIBHEEARE ., SHFEE, @2
B HAWIRGIANL, FoSafm CRARFER THGHE, HIFEYAHIRNEASTSGES
Wk TARZHMAAL, FHWPRFGRICAERE N, X—XKATLHRBNRGA L HRR AEZY, TN
A & A RN R R R R 8915 B BAR R WL

3.2 F3EFFLN

RGPS, IEFAOI R S EREEREAZ 2RENEM . ARMGEFEANRKX
WE A DERE, BHATEREE SOOI 2 s ISR PR AR B & W N ERKDISEHA
BAehr . BE AV AREERALL . BEWEALNL . BRI, B, SBRU. RAIEA
AANEFEZ T, SMEFAEE LA SRR, BB A EHEIRALECE S S LE AR
MIERKR LA TR HF HAR.

LA 5 E S ALPCHBIEA2E DB S AU EZ . miEWEERY B % TP LA DK —
#Har, MABFR. ARERMRS B RGERIERE DI LUUAIR, LR TEERER . 1B, &
M EEFEREMATIN, EFREAEREILHAE. WERT, HEBSNERIRE, R
HIEFLIITE, AN TIEHBRMAT RS F 7 T HE R —E WA REmN, HERHALE
SNBSS 5EMPEMBEIEET UL Flin. mFEkaFRSEEFERER, BAfEd THEIXHH
HEetEE, —EEICSEFNRRIFAERRN T RERBENSLESFE: M Smith has not returned to the
office yet. Would you like to continue to hold for him?; A B FREME R EA TEXN AT, XEA
ERTHERFHEWET £, XFRSENEREEMERNE, WiFrSBEIIRT RS, FrUEdEx g
HEBIEX B — F5% . 'm afraid I didn’t understand that. Could you say that again, please? /Could
you put that in more specific terms? /Could you put that more simply? 4 A . [FlZF 8k b @A 5 @A,
BEEBRINBENINT, BEilkE 7 RERARNEZE|EE: 'm sorry, but [ am just on my way out. Can
I get back to you later? /I’m sorry. Mr. Smith is not available at the moment. Can I tell him who called? Hid
HEWREL, By PhRaEEEER (MARLR., ke kas%) ERIEER LR, BEHER
FIAX—F RUOATDE, BU—IEFRIRABESIFBRENFIEIL: Im sorry there’s no one here
in Marketing Department at the moment, but I’ll pass on the message and ask them to get straight back to you.
I’ll just make a note. Could you give me your name and number? /Just to confirm. You are calling about the
advertising campaign. Your number is 13500006789. You are calling from A&D Inc. and your name is P-E-T-E-R,
Peter. Is that correct?
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1. REAHEX Job—hunting
1.1 RIS

1.1.1 KRR

1)

L BiVE 07

Peter=P; Benjamin=B

TP YTOTPEYTODTYT®EYEOT

P
B:
P:
&
P:

I have got my resume down.

: Are you going to hunt a job?

Yes, [ want you to go through my resume first.

: OK. I do have some experience. Let me take a look.

Great! Here you are.

: Why not put your telephone number on it?

Is that necessary?

: Of course. How can they contact you without your telephone number?

Right. What else?

: Write your current address and date of availability.

All included.

: Then your skills, certificates and languages level are necessary.

[ have got all those.

: Put down honors, awards and publications, if any.

I get the idea. You are really an expert. By the way, can you give me some idea of what interviewers will

ask?

: Well, they may first check some of the details in your resume. Then, you may be asked for your viewpoint on
why you feel you’re qualified for the job. You’d better offer all your qualifications and tell them how you think
they’ll fit with the position you are applying for, which are closely related to the questions like, “What sort of

working experience do you have and what are your long-term goals?”

I see. What else?

They may want to know how you can contribute to the company and your salary expectations and so on.

Oh, thanks, Benjamin. You’ve helped me a lot.

FIFEX:

HACTH I T .
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R THET?

2. REBSEHERBICE TR,

D EFW, RALAE AXFTHEHNER., REE.

KEFT, SR,

D P ABABR RS SIS E 2

A UEW?

D MRRT, WA HEIESEMITE AR R VR

ULHIXE, BAHA?

B _EARIAE BB bk DL K AT B HR B[]

EEET.

C REVERE . IEBFES K PHRES L,

WEHE LT,

s BE EREERRE . XREE KROES.

MET, RERMIEK. ER—T, /REEFHREEEX TSR A [ E 7

M- HAE, IS —TIRB P —gT 8, REMITSER AT AEE B CEBEX
B ITAE. A SN LR, SIFMIEEREIMERXH TIE. I “REMF2TIELRRER
KB B AT 7 FXEMEERS L TIHRX,

P: 37, BA T AHALRIG?

B: ffiTiF R F B RS A A R AT ARE R TR DL AR E 2D TR %,

P: KEGHT, AZKRH, FRETRAIC,

WY wwvTwvTwvTwWwvTwYWYTW

(BBHFMHE, 2010)
2) RIS
RGRE—REIRF R Z T EREN T R, ABEZBIAA BERIIT AIRY,
FHREML R R E, Yl RSBEBAFMESHN, FTLUSERIETES BRI RSP, &
R — BRI e e 2 SR ER TR T X6 o 458 A5 SRRIAE G EIR N A al B R BAME 8 AR O iER A
TESHTNE
(1) HEERIARE, Wl . KRG, BHR, £F S MBmsbe, aEelscE. €8
EH . HREIEH . RS, M. BORS. RLRRIRYBF R —HEEE, RENEHSERRE
FRERXNIS. WA REENABR., RIRE W, KRE . WARETFMCUERR R, 4 E
RLZANBNEHRERS, A BHHA, ARBIMEEFEMT .
¥ Yes, I want you to go through my resume first.
RESCHERBITE TR,
¢ Why not put your telephone number on it?
Pt ABEIRH B IESHE L7
Y¢ Write your current address and date of availability.
B _ARBE B9 Rk A J% 7T 2 B 1]
¥¢ Put down honors, awards and publications, if any.
B FRSI RS . RREE RRIER.
& HABARC R
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¥¢ Can you give me some advice on how to write a resume?
PREEZ T2 — L an ] 55 18] 7 i 8 I 7

¥¢ Here is my resume with my certificate and diplomas.
XREHE T, HH ERAIEBRSCE,

¥¢ Don’t be verbose and write the information about you on one page.
ERAAGERR, EHEEESE—TEK L,

¥¢ Prepare an English resume, if you want to join some foreign companies.
WRARARINASME, BHEF— B

¥r I’ve received a Business English Certificate.
KB TR FIEUED.

(2) THANBAF, &z RIS SR, M3 M7 BREEA . HXF B

L

v¢ I write to apply for the position of international trade worker you advertised recently in China Youth.
RARBIETE (PEFFER) LRETE, HEIARATAEE, RNFBRERI,

¥ I’m enquiring about your advertisement for marketing manager in today’s China Daily. Is this position still
open?
REASKRW (PEBAHR) EEIMMMTBBERREEN &, ERX MR REEEED?

Y& What are the requirements to apply for this position?
DX AN 4 5%

¥¢ What kind of degree are you looking for?
ATESR A A2 AL 7

v I understand from your ad that an interview can be arranged in late July. Please write or call me to arrange an
interview at your convenience.
MG PRI AETH TA#AT, HECITERRENRELZH—RER, HEFEHITRES
Hlo

(3) FEoHETH I AT REH BRI, T XHERI SR . ARBIMRRXT

¥¢ By the way, can you give me some idea of what interviewers will ask?
JRER—TF, AREEF A I E N I#R &R LA A R 7

¥¢ Then, you may be asked for your viewpoint on why you feel you’re qualified for the job. You’d better offer
all your qualifications and tell them how you think you’ll fit with the position you are applying for, which are
closely related to questions like, “What sort of working experience do you have and what are your long-term
goals?”
RIGMATERIIR AT 25015 B CREMAEX B TAE, BASMREUHE, &I biIRE B EEX
B IAE, M A2 TAELRBERNKY BRR A7 7 X RSl DI K

¥¢ They may want to know how you can contribute to the company and your salary expectations and so on.
ATV F AR FIE RS R A AU A AR B ST A R AR RE E 20 TR

& HAHRRE

¥¢ In what business are you most interested in this corporation?

PRISA N R 2 AR GER I ?
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v What is your biggest accomplishment in university study?
PR F Rl R R 47
¥ What certificates of technical qualifications have you obtained?
YRR R ER BEARUE S 7
¥r Can you tell me why you changed your major when you were a graduate student?
YREE S VR IR IR IR R A I A A B e & D2
¥¢ What do you think you are worth to us?
AR BATHA 2 M E?
(4) EIRHALNL . FROENEE ¥, HXRENT:
% The shirt is conservative and it’s perfect for a job interview.
XU EEERREE, BRESEAT,
¥ You’d better find the dressing color code of the company.
YR B hF FRIERE XA B SRR
v¢ Don’t check you up with fine clothes, but enrich your mind with profound knowledge.
AEREMRREME S, MEANENIREEAC,
¥ Don’t wear a lot of perfume/heavy makeup.
A B N E KB HK
v It’s a good manner to keep smiling, being polite when you talk with the interviewer.
SHEXEZRE, RMWHRALL, RAEHEHE.
¥ You should know how to contact with your eyes.
PREEAT anfe] R MIZZ
1.1.2 BE@EIR
1) SR
Gerald=G; Alice=A
G: Well, Alice. Thank you for coming to the interview. I’d like to start by asking some questions about you, if I
may.
: Of course.
: How did you hear about the position in our company?
: I learned about it from your advertisement in China Daily.
: There are many multi-national corporations. Why do you want to work with us?

: Your company is one of the best-known in China.

Q> Q » Q0 p»

: Really it is. And we need an experienced secretary to be in charge of the English files and correspondence. Our
advertisement says English competence is a key requirement of this position. Then how do you think of your
proficiency in written and spoken English?

A: 1 have learned English for 10 years, and I have passed Test for English Majors Band 4 and 8. My spoken
English is good enough to express myself fluently. Besides, I specialized in English secretary studies at college
and that is one of the main parts of my present job.

G: What are your responsibilities in your present job?

A: T'handle reports and business correspondence.



BT BRW

: Then you know how to use office equipment?
: Yes, I’m quite familiar with a computerized office management system.

: Sometimes we are very busy and need to work overtime. How do you feel about that?

> 0 > Q

: That’s all right. Since I am young and have no family, I want to take every chance to learn and contribute

myself in any way I can.

Q

: What are your salary expectations?

A: Ireally need more information about the job before we start to discuss salary. I’d like to postpone that discussion
until later.

G: Well, I think you are just the most suitable candidate for the position. But you will have to meet with our leader.
He will have the last word. We’ll tell you when and where for a second interview.

A: Thank you. I really enjoyed talking with you. I hope to see you again.

BEIFX:

G: IR, ZWZZ, BHRVRRSINER, R LIRE, AR K TR ARIRE,

A: BRATLL,

G: IREAFIERATA R 7EH IS HRAL?

A: B (FEBHR) BEURMITFIEKN &

G: AIFZEEAT, MaBBIHATAFR?

A RAFRIEFERMA RV Z—,

G: ERRXFE, FIURMNTE LR EENRBRATOEIGEHMEL, HE HEZRIXAR
LB REHE L 2 BA A SR SEEKF, ARA, MRASIIREFESEE A O AR 7 anfe e 7

A: RFFGEC K104 T, 1 HEE THREL NN\ EE . REMATELHCHEERFHRE

ok, MAh, WAFERETEIIGECHIRE, THXWRER B TN EER>Z—.

AR EET AR EEBETR A7

s AT B RN 5515 i

: AR AAMRFGE ] (3 I A Z A 7

EH, RIEFBBNLZAINEERRS.

L A ERHMERATTAEAR:, TEMBE, REHFam?

c WRFR, FARLER, MERARERR, REINEES—YI2k¥E, HRARELMEM T

PR ZEMK

ARERRFK R E D7

A: FEVHRHFOKHT, BREEEDH T H TS ENHEE. REBUEHHEXA R,

G: 1REF, FIANREX NN EE S RN, HERLALILENSAR, A RAKREN, &
SBARTEAT ABMEAT A T7 #EAT T — W E

A: A, RERMAIAESTR, FHEEFKILEIL.

> Q> Q » 0

Q

(EBEKES, 2010)

2) B
KRR B R THREAN TN, BACRIEHESNIRX—K, BRSO RBATH
BEAE R, HEARBABAEE, EERIMERKPBEANLY, EEEFNRRE, Bink—%
ERAETT, MAEHAE ELRINNEN . ARFR—BNEES AR ERMIIE, SRR EFHEX



