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Task 1 Preparation Before the Job Interview

To learn to collect job information and write a resume in order to prepare

for a job interview.

This task is intended to train the students to get familiar with the com-

mon English words and expressions related with hunting a job. After
completing the task, the students are supposed to have a good command
of understanding the job advertisement, and be able to write a resume in
English and to express themselves in job hunting, tips about a job inter-

view.

Brainstorming: Ask students to say something about the process of preparation before the

job interview according to the following pictures.
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Step I Knowledge Focus

The functional expressions and patterns on preparation before the job interview.

1 TI’m very busy hunting for a job these days. B EIEAERTAE.
2 I go to the talent /job /work market every week. FRERALAA Gk 1.
3 I’m looking for a secretary/technician / oper- FAaAR - (EARRE. #8ET)

ator position. T AE.

4 T1’d like to work in a larger company that of- REE—TMAEZREBILESH KA T
fers more opportunities for growth. T1E.

5 I’d like to work in a large state-owned enter- BHEE-XKAEA ML TE, 7El
prise with much room for growth both profes- % BRI NGB 5 AR AR =S ],
sionally and personally.

6 It must be very competitive. Jag—EREE .

7 My ideal job would be creative, challenging AN TAE R A O 8. Pk
and competitive. ATtk

8 Every job has its advantages and disadvantages. A TAEHERA P A e s,

9 My idea is to obtain employment first, then to Fo AR B R el 5 Rl .
choose employment.

10 Punctuality matters very much. HER) B EHH

<> Questions asked frequently in English interview
1 How do you normally handle criticism? (YR8 % 204 Ak 2] A IHETED
Silence is golden. Just don’t say anything otherwise the situation could become worse. I
do however accept constructive criticism.
VIS . ARt 4, SN ER, Aoh3 o4z @it o Ator.
When we cool off we will discuss it later.
KEEREREH T RAEIHE,
2 What range of pay-scale are you interested in? (fR= W —Fh 3K )2 KIndED
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Money is important but the responsibility that goes along with this job is what interests
me the most.
Pk SR EE, {HX TAEPE R MR AR R 513K .
To be frank and open with you I like this job but I have a family to support.
WE s, ey TE, Ao ais f Ik xREE.
3  What do you find frustrating in a work situation? (F£ T, fFAFESRAE D
Sometimes the narrow-minded people make me frustrated.
MaREBEAE N, A s F .
4 How do you handle your conflict with your colleagues in your work? (fR@i4a] 4t B 5 [5] =
fE TAEFRE LB
I will try to present my ideas in a more clear and civilized manner in order to get my
points across.
REAEFEE XA, RIBEOFE, B0 TBEEOMA.
5 How do you handle your failure? (YR/EREXFH KK
None of us was born “perfect” .1 am sure I will be given a second chance to correct my mistake.
BOTRFEARBAR T2 TEH, REGRALE MR ERHIR.
6 What is most important in your life right now? (R FARAFE P EREEH R AD
To get a job in my field is most important to me.
XA, BEEX IR P TEREEEN.
To secure employment hopefully with your company.
A B REAE Bt A AR MR R M b F %L .
7  What provide you with a sense of accomplishment? (ff+4 ik RA B L)
To finish a project to the best of my ability.
REFrEE, EM—1WH.
8 What current issues concern you the most? (HRiflAZFHEMREFK 0017
The general state of our economy and the impact of China’s entry to WTO on our industry.
H /i B & 5 59 S B LA B b B A XS Fe A1 47 Mk 4952 i .
9 How long would you like to stay with this company? (REFEAN TR FEAVE?)
I will stay as long as I can continue to learn and to grow in my field.
REREBAHERNIT L BRLEFIMKGHE, RAHEXHE.
10 Could you project what you would like to be doing five years from now? (#R§E U} 7L 4E
Ja rex At 414 7)
I hope to demonstrate my ability and talents in my field adequately.
KA ERERA S BRREXMTI G FE X,

It would be premature for me to predict this.

BRAE X e [m] R A T, o Rt R
Step I Samples

Crystal and all her classmates came back from winter vacation. They will graduate this summer and
they are looking for a job now. So their talking topic is how to hunt find an ideal job.
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Wang Qiang:
Crystal .

Wang Qiang.
Crystal .

Wang Qiang:

Liu Tao:

Sun Yang:

Crystal .

Sun Yang:

Wang Qiang:

Crystal, Liu Tao,Sun Yang.

Looking for an Ideal Job

Hi, Crystal. What were you doing during the winter vaca-
tion?

I’ve been looking for a job.

Have you got any result?

No good news. My parents helped me find a position in a pri-
vate enterprise, but I was not satisfied with it. [t’s a small one
with only several workers. I’ d like to work in a large state-
owned enterprise with much room for growth both profession-
ally and personally.

You are right. My ideal job would be creative, challenging and
competitive.

[’m afraid I can’t agree with you. Every job has its advantages
and disadvantages. My idea is to obtain employment first, then
to choose employment. We can save work experience in both
small and large enterprises.

(Comes from outside) Good news. Good news. China Petrole-
um & Chemical Corporation Limited will recruit production
operators.

What are the qualifications?

Our department counselor says there is a job advertisement on
the campus net/website, and we can get all the details from it.
Let’s go to the computer center and log onto the net to see the
advertisement.

Let’s go together.

They come to the computer center and log onto the campus net and find the job advertisement.

<> Job advertisement

Responsibilities:

ment.
Qualifications;

China Petroleum & Chemical Corporation Limited needs 30 production operators.
<> Have the basic knowledge of the chemical equipment and the operation rules.

<> Be responsible for the simple maintenance and overhaul /service of production equip-

<> Skilled at the equipment operation in a month.
<> Have a strong sense of duty.

Production Operators Wanted
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<> Have the good ability of understanding and study.

<> Have an excellent ability of planning, organizing, com-
municative skills and decision-making. Those who have
the certificates of Fuel Oil Production Worker (Advance
Level), PRETCO-A and National Computer Rank Ex-
amination Level 2 have priority in being employed.

Please send your resume to E-Mail address: shgshrdepart-

ment @163. com Or to the Students’ Affairs of the college

After reading the job advertisement , they are talking about how to get prepared.

Crystal: This is really my ideal job.
Wang Qiang: It is. But I think so many students will apply for it.
Crystal: Yes, it must be very competitive. I like challenge. I believe I have the ability
to win.
Wang Qiang: We must be fully confident and get well-prepared.
Sun Yang: What should we do first?
Wang Qiang: I think we should collect the information of the company and write a resume.
Sun Yang: It is easy to know the company, but I don’t know how to write a resume?
Crystal: T know a little about it. I’m afraid I can’t complete it perfectly. How about
going to our English teacher for help?

Sun Yang: That’s a good idea. Let’s go.

New Words

professionally [pra'fefanali] adv. Bolk E, &k
personally ['pa:sanali] adv. FHH; RHCWS
challenging ['tfeelindzin] adj. PRI, AETIER
competitive [kem'petitiv] adj. T, RN
recruit [ri'kru:t] n. Lt

Phrases & Expressions

a private enterprise A 1k
large state-owned enterprise KA EA
room for growth K & =3 [A]
responsibilities and qualifications 3t 53R
have the basic knowledge of HA T
chemical equipment b T 3%

rules of operation BENE
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safe operation LRAE

management system B A

equipment operation B RIE

strong sense of duty LS IR

have priority in AL

PRETCO-A REFRIGEM AR HIK A &
production operator —&AT A

In order to write an ideal resume, the four students come to the English teacher’s of fice to
ask for help.

Crystal: Hello, Professor Zhang. We are so sorry to give you so much trouble.

Professor Zhang: My pleasure.

Sun Yang: China Petroleum & Chemical Corporation Limited needs workers from
our college.

Professor Zhang: That’s good news. What is the position?

Liu Tao: Production operator.
Professor Zhang: How many graduates do they recruit?
Liu Tao: 30.

Professor Zhang: Are you going to apply for it?

Wang Qiang: Yes. We all want to apply for it. So we come to learn how to write a re-
sume. Would you help us?

Professor Zhang: Certainly. Please have a seat. It’s not difficult to write a resume. It gen-
erally includes 5 or 6 parts. They are personal data, job objective, edu-
cation, awards and honors, certificate, and work experience. Since you
are graduates, you have no work experience. Maybe some of you have
the part-time work experience. You can write the experience in the re-
sume.

Crystal: What do we write in the personal data?

Professor Zhang: In this part you need to write full name, sex, date of birth, place of
birth, marital status, health, address, mobile phone number, E-mail or
QQ number.

Wang Qiang: Working goal is the position we are applying for, right?

Professor Zhang: That’ s right. And education experience covers the period from high
school to now.

Crystal: 1 know what to write in the part of awards and honors. I’ ve won the
honorary title of “Excellent Student” in high school, the title of “Excel-
lent Leader of the University Student Council” last year and the “Gov-
ernment Scholarship” this year.

Professor Zhang. Certificate refers to all the skill and level certificates you’ve got.
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The four students come to their English teacher with the written resumes.

The following is Crystal’s resume.

Resume
Personal Data
Full Name: Crystal Li Sex: Female
Date of Birth: Dec. 5, 1990 Place of Birth: Shenyang
Marital Status Single """ Health: Excellent

Address: 28 Friendship Avenue, Shenyang, Liaoning P. C. ; 110000
Tel. : 024-86475556
Job Objective
A production operator.
Education _f .
2009-2011 Liaoning Petrol-éhemical Vqéational College
Major: Petrol-chemical Production Technology
2006-2009 Shenyang No. 22 High School
Awards and Honors
2011 Government Scholarship of 8000 yuan
2009-2010 the title of “Excellent Leader of the Un1vers1ty Student Counml”
2007-2008 “Excellent Student”
Certificate
PRETCO-A
Certificate of National Computer Rank Examination Level 2
Exam of CAD Skill Grading (Grade 2)
National Applied Information Technology Certzflcate—Computer Graphics
Experience
Monitor of class
Part-time salesman of TCL electrical appliances during vacation.

Part-time waiter in the restaurant during vacation.

First they want to perfect the resumes with the help of their teacher and then they also want

to take some advice from their teacher about tips for the job interview.

Tips to the Job Interview

Crystal: Good morning, Professor Zhang. We come again to disturb you.
Professor Zhang: Not at all. ’m glad that I can be helpful.
Liu Tao: We’ve finished our resumes and want you to correct them.
Professor Zhang: Let me have a look. Oh, this is Crystal’s. Very good. You’ ve done a
good job.But I think you’ d better write your hobbies and

interests. That’ll make a nice addition to you.
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Crystal: Thank you for your advice. I’ll do it as you tell me.
Liu Tao: Professor Zhang, would you like to look at mine?
Professor Zhang: Yours looks perfect. You must have worked very hard on it.
Liu Tao: It’s a must. This is the key point to me.

Professor Zhang: Yes, it’s very important for all of you. By the way, when are you go-

ing to take an interview?
Wang Qiang: Next Thursday.

Professor Zhang: It’s Friday today. You have only a few days to prepare for it.

Sun Yang: So we are anxious and come to you for help. We’d like to know some
tips for the job interview.

Professor Zhang: Oh, that’ s easy. First you should pay attention to your appear-
ance. Dress in simple and neat clothes. Don’t wear rings and ear rings
or necklaces. Don’t dye your hair into colors, and wear a proper hair
style, not too long and not too short. Second, you should be on
time. Punctuality matters very much. And third, you should always
wear a smile and keep positive attitude during the interview.

Liu Tao: Thank you very much for giving us so many tips. We’ ll remember

that. And we’ll try our best to do it well.

New Words

disturb [dis'te:b] . HaL, it
appearance [a'p1arans] n. b,
punctuality [pAnktjueeliti] n. HE Bt

Phrases & Expressions

take an interview [IR7
wear a smile [k €
keep positive attitude RS E

Step I Role Play

1. Work as a pair to conduct a situational conversation, talking about looking for an ideal
job. One student is playing the part of Li Ming who wants to work in a large enterprise and
the other student is playing the role of Liu Tao who doesn’t agree with his ideas. Take the
above conversations as a reference.

2. Work to conduct a presentation. Suppose you are a teacher, telling students how to
write a resume. Use the following words and phrases for reference.

include, full name, job objective, work experience, personal data, date of
birth, place of birth, marital status, awards and honors, education, cer-

tificate, mobile phone number



Step N Self-Test

Exercise 1. Listen to the following sentences, first write them down and then translate them into

Chinese.

(D

(2

(3

(4)

(5)

(6)

English sentence:

Translation:

English sentence:

Translation:

English sentence:

Translation:

English sentence;

Translation:

English sentence;:

Translation;

English sentence;

Translation:

Exercise 2. Listen to the following dialogue twice and fill in the blanks with the missing words.

FPErPEPEEEIE>

A,

Hi, Jack. What kind of work do you want to do (1) ?
I’ve always been interested in anything (2) . CAAE T A
Oh, that’s a job that pays well. Have you sent any (3) yet?

Yes, I have. A few companies have (4)
Well done.

How about you?

But T haven’t decided yet.

(5) would you like to work in?

I"m always (6) designing.

So you may try to (7) some advertising companies. (J 4/ #])

But my parents (8) to my home city. They want me to be a civil serv-
ant (/A% 61). They say being (9) is steady. (Fa5E)

Maybe they are right. You are a girl and you’d better live near your parents. We boys can
go far away from home and (10) . GBRAKRH S

How I admire you.

Exercise 3. Match the phrases with their Chinese meanings by writing the letter in the brackets.

( ) | 1. Excellent Student A. X RISEE
( ) | 2. the Outstanding Student Leader B. 1§

( ) | 3. the Government Scholarship C. iEH
() | 4. job objective D. TAfRE

( ) | 5. working experience E. I§HAR 50




