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Send out an application through job channels on the websites.
78 W st B SR HR BB A& AR KBRS B

You are not expected to sit down before being invited, and
you shouldn’t throw yourself into the chair like you're loading
heavy baggage.

MNITEIRBEZRIAELT, BENAEREE —HFEEERARE
.

I think I have the ability to organize, coordinate and supervise
different kinds of work.
HEREHEHA., hANGEESTTTFENBE.

Actually I enjoy doing something more challenging with better
prospects and better pay.

RELERMM —EEALERE®R. TRHEREEMNESSG K&
BT,

I want to put my knowledge and experience into a challenging
position. In order to achieve this goal, I just want to work
step by step.
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Ad: advertisement /& Co: company /&l
Div: division £}z, 5[] Lv : level 51, EIK
Mgr: manager & Dir: director E
Asst: assistant BhF, B P/T: part-time #HH

F/T: full-time £HX
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SRERMEIR, / Interview

A: John, can you tell me how to apply for a A 298, G4 Rk EFEAEM R ED

job on the Internet? nh?
B: Just fill out an application. B AAi—HRIMFERATLAT .
A: Do | have to send an email? A TR Rk

B:You are expected to know the email B :HS 4% %018 2 ] 9 B B 46 Ho
address of the company. ik,

A:But | still don’t know which company is in A {H 23 3 AN HEH LN |54 A
need of staff. i KW,

B: That is easy. Send out an application B :JLSZfREI B, R LE X0k R BH 45
through job channels on the websites. EARARKBER

A: Can any companies see my information? A 4R\ FIREE FIFR 9 A[E B2

B: It’s a two-way choice. And your application B :iXJ& F X a2 #E . VRIR B S 4

will be read by many companies. WIRZ A RIE RN .
A: Which websites offer this service? AR st B L 3 A R 557
B: 21st Century job. net and a few others. B :21 #ad TAEMFNEE — sy,
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A:1'll have a try. Any Interesting jobs listed
on the Internet today?

B: Well, there are a lot of retail jobs—selling
clothes and stuff. But you have to work on
Saturdays and Sundays.

A: Hmm. | hate working on weekends.

B: Hmm. So do |. Oh, there’s a job in sales.
It’s a job selling computers.

A: That sounds interesting. | will send my
resume.

B: Good luck.
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SKERMEIR / Interview

A: Good morning. Is that Time magaz-
ine?

B: Yes. Alan speaking. Who is that,
please?

A: This is Mary. | want to apply for the
position of editor in your magazine.
Has it been filled already?

B: Not yet. But do you have any experi-
ence?

A: Yes. While at university | was the
editor of my department’s newspaper.
After graduation, | worked as an
editorial assistant of Special Weekly
magazine and | got training over all
operations of the magazine and
other related tasks.

B: That sounds good. Do you have
other special skills?

A: | think | have the ability to organize,
coordinate and supervise different
kinds of work.
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B: Thank you for calling. Could you B :Bfiff{RITHIIAATRAT, RAEICIRAE
send your resume along with your Ji . B2 F ik B AUHA AR DG B 35
final diploma and other relevant A
certificates?

A: Sorry, what do you mean by relevant A :xf A2, B HCHM BHEAH 4 &
certificates? B2

B: | mean any certificates to show your B :4H &b RHE AT o] & UE W% 1 4 K 4

special skills, language proficiency, fE. B ACEMUE, W sMEE
such as certificate of foreign 1, BHHAESE
language, driver’s license, and so
on.
A: Oh, | see. A HE, FREIA T

# 006 +*



KERER / Interview

A: As an experienced interviewer, could
you tell me what kind of behavior the
interviewer hates most?

B: Rudeness. You are not expected to sit
down before being invited, and you
shouldn’t throw yourself into the chair
like you’re loading heavy baggage.

A: And we should have good sitting
posture.

B: That’s right. The ideal posture for
women is to put their legs together and
lean to one side. This is especially
important in summer.

A: It is air-conditioned all the year round.
Where should | put my overcoat and
briefcase after entering the office?

B: Put it beside you. Don’t put your
purses, briefcases and other belongings
on the employer’s desk. If you’ve got
long hair, don’t touch it while talking to
the interviewer. It gives people the
feeling that you cannot concentrate on
your work.

A: OK, | get it.
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A: Something about your background
and experience.

B: Well, | was born here and had my
college education at the Institute of
Commerce.

A: Have you done any office work
before?

B: | worked as a junior clerk in a bank
for two years. That was my first job.
Then | joined the ABC Company.
That’s where | work now as a
secretary.

A: What do you exactly do at that
company?

B: Typing letters, answering phone
calls, arranging conferences and
things like that.

A: Do you enjoy your work?

B: Yes, | do.
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