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Job Interview as a Secretary

Objectives

1. Grasp the oral expressions of job interview in English.

2. Learn some basic terms about job interview and be familiar with the questions
asked during the job interview.
3. Grasp the dress etiquette in a job interview and pay attention to body language.

4. Learn to write an English résumé and a letter of application.

1.1 Reading

Reading Activity 1 Variety of Jobs

From the following people, we can get main jobs as follows: secretary, managing
director, personnel assistant, accountant, receptionist, typist, I'T manager, warehouse
manager,driver, marketing manager, hotel staff,catering waiter, teacher,factory worker,
interpreter,administrative assistant, market researcher, sales representative, pharmacist,

actor/actress,journalist, policeman, student and so on.

Exercises

Discuss with your partner to decide what job you like most.
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Reading Activity 2 Self-assessment in a Job

Before applying for a job, you should know what you need most in a job. For
example,

—Working carefully

—Having a strong sense of responsibility

—Being upright

—Daring to adhere to principles

—Acquiring professional knowledge and technical ability specialty

—Being good at discovering problems

—Having fine language expression ability

—Having abilities of organization, coordination and leadership

—Looking at a good salary and fringe benefits

—Looking for opportunities of promotion and advancement

—Becoming an interesting and supportive co-worker

—Looking at recognition for a job well done

.—Helping with your personal problem

—Doing interesting and challenging work

—Minding about job security

—Creating good working conditions

—Ensuring loyalty to employees

—Being consulted on decisions affecting your job

Exercises

Talk about your self-assessment in a job.

Reading Activity 3 Job Strategies

In a job market,it’s difficult for people to find a satisfying job. How can people get

a good job? Read the following strategies and be prepared to try to get hired:

1. Instinctive Interviewers

—Be quick to make a decision about you

—Have their favorite questions asked each time
—Finish the interview quickly if they don’t like you

—Don’t talk much about the job requirements

Suggestions

—Mind your appearance and first impression
—Have firm handshake

—Look good
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—Be positive
—Act with confidence

—Smile

2. Personal and Feeling Interviewers

—Try to discover your values and feelings

—Ask questions on your personal qualities

—Want to know the way of your thinking and feeling

—Question your character

Suggestions

—Take a look at the organization’s website

—Try to find information on the interviewer

—Be prepared to speak about your values and how they can contribute to the

position and the company

3. Conversational Interviewers
—Move {rom topic to topic

—Be easy-going and conversational
—Discuss the work culture informally
—Be based on relationship

— Ask general questions about your career

Suggestions
—Be prepared and professional
—Be confident without being arrogant

—Be friendly and conversational

4. Behavioral interviewers

— Ask detailed questions and take notes

—Use assessment tools

—Want to know about your past work experience
—Connect questions with the job

—Be based on objective and fact

Suggestions
—Know your skills and competence and how they will add value to the organization
—Know your skills and how they will add value

— Believe you are competent at this and your ability will have influence on the organization

5. In a job interview, pay attention to the following points
—Don’t discuss your personal problems

—Don’t talk about salary
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—Don’t talk about religion,sex and age

—Don’t make negative reference to anyone or an organization
—Don’t be too casual

—Don’t headwear

—Don’t wear fresh dressing

—Don’t wear wacky ties

—Don’t accessorize too much

—Don’t wear subtle make-up

—Don’t have strong odors

—Don’t have facial hair

—Don’t tattoo

Exercises
1. What kind of job do you like most?
2. When you are in a job,do you know what you want most?

3. How much do you know about job interview strategies?

Notes

1. having a strong sense of responsibility FE{FL>5#
2. being upright HAIEFH

3. daring to adhere to principles BT &35 E N

4

. acquiring professional knowledge and technical ability specialty

KR Tl FR BB RB AR
5. having abilities of organization,coordination and leadership

A AL Va3 O R RE I M T A RE

New Words and Expressions
. managing director=executive director ¥ & #EHH
. personal assistant FAAFBF

. IT manager=information technology manager {FBH R&EH

1
2
3
4. warehouse manager @ EE R
5. marketing manager EHjZLH
6. hotel staff VHJE T/EA R

7. catering waiter RIKIRS H

8. administrave assiatant=executive assistant {7 H B
9. sales representative 4ffE{LFE

10. pharmacist [ 'faimesist ] n. il 253# , 25/ ; 255 Uf

11. self-assessment [ FIF4h

12. apply for iEK,HiE

13. adhere to FhiE ., "BFfF.H



14.
15.
16.
17.
18.
19.
20.
21,
22.
23.
24.
25.
26.
27;
28.
29.
30.
31.
32.
33.
34.
35.

Unit One

Job Interview as a Secretary

coordination [ kouodi'neifon | n. [ %5 ; 4

look at H,HFE.EFRT

fringe benefit #i4ME F|

promotion [ pro'moufon] n.#F, H %K

advancement [od'va:nsment | n. #fE ik ;{2 i ; 3 5 s o 4 S F
supportive [sa'pottiv] adj. ZFFH), EH

consult [ ken'salt] v. @i, [ e+ TH A
instinctive [in'stigktiv ] adj . A< fE Y

strategy [ 'streetidzi] n. &% HE, S BG , SR HE

handshake [ 'heendfeik | n.{&F

positive ['pozativ] adj. i 5E K, BB, FIR A s 2 1Y
easy-going [ 'iziigouin ] adj. Bfi F )

arrogant [ 'eerogent | adj. B A KA . #5018 AL AY
behavioral [bi'heivjer(a)1] adj. 7R

competent [ 'kompitont | adj.H GE 118, BEAE R, B 8 1Y
headwear n. (=headgear) skffi, i R

wacky ['weeki] adj. (T %) HRERK,BEN
accessorize [ sek'sesoraiz | v. 3EA4f

subtle ['satl] adj. 4HEH, 0 6, SOBLIY L BT Y
make-up n. kil

odor ['ouda] n. S B ; FH B

tattoo [to'tustee'tu] n., vt. (R P RIFELS, X &

1.2 Speaking

Dialogue 1

Scene: Mary,a secretary of ABC Company. She has a talk with Mr. Smith from a

foreign language school about interview skills.
S: Mr. Henry Smith M: Mary

M.

Hi, Mr. Smith. I heard that you are an expert about interview. So do you mind
if I ask you some questions?

I’m fine. Go ahead with your questions,Mary.

: If I go to a foreign company for an interview, what kind of questions would they

ask?
Well, they may ask you why you want the job. Let’s say you want to be an

international trader,and then how would you answer that question?

: I guess I would say that I love this job and I am capable of doing it well.
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OK. In my opinion,you can say China is a mass country and is developing very
fast with its international trade reviving, I want to get involved in business

because it is growing fast and I can grow with it.

: Wow,what a great idea! But what if I wanted to be a teacher or someone else?

How can I answer it?
Well. Generally,there are two aspects you can say. One is from the society and

the other is from you. That’s usually the rule.

: OK. Now the second question. What should I say if the company asked about

my salary expectation? Would it be fine if I told them the figure?

No. It would be much better if you say that I work in your company so you
must know very well how much I should be paid. And I am sure,after I work in
your company for six months, you will find that I’m worth more. The rule is

that never tell the specific figure.

. Oh,I’ve never heard of this.

You know,companies usually ask some negative questions,for example,do you
need training before you work? Or what is your weakness? If you say yes,that
means the company has to train you and takes time. If you say no, obviously
it’s not true. And it is not wise for you to tell them about your weaknesses.
So,usually you should try to make positive answers. You can say,for instance,
“if T were assigned to work with my colleagues, I would try my best to do it
well and at the same time I would value the training opportunity given to me by
working hard and finish my work on time because I do love the job and the

company. ”

. What a smart answer!

Yes, companies would ask you questions to see the way you think. So never
stay silent when having an interview. Try to come up with something related to
the questions, When they ask you “Do you have any working experience?” If
you don’t have any,don’t say no. You may say “Yes,I do. My study is my
work. I get up early and go to bed late. I deal with different people and suffer a
lot of pressure. It’s much like doing a job.” Of course, if you really do not
know the answer,just say “Sorry,I don’t know”, because companies sometimes

will appreciate your honesty and courage.

: Yes,I think interview is like an art. It’s interesting. I have learned a lot from

you. Thanks for your time.
Welcome. Wish you would like it. If you have any questions or suggestions,

please email me,hello. hil8(@ yahoo. com. cn.

M: Thank you once again.



Lnrong o

Job Interview as a Secretary

Notes

1. ...I am capable of doing it well.

------ HAEB MR RYS .

2. China is a mass country and is developing very fast with its international trade
reviving.

PEE-NKEFEHERERR, HERAS EEKE.

3. I want to get involved in a business because it is growing fast and I can grow
with it.

KALEACRBRE T . R AEkRERE, HHREBEEMZ B,

4. what if...?

R SRy e wae BARE?

5. What should I say if the company asked about my salary expectation?

A SR\ w] ) [A) FR T BRSO . 3R % B AR [l 2

6. The rule is that never tell the specific figure.

o U] AN 2 i BRI BT

7. Try to come up with something related to the questions.
LR S M BAH R E R,

New Words and Expressions

1. revive [ri'vaiv] vi. B, B iE: E %

2. aspect ['eespekt ] n.FEF LA TS A, IH

3. expectation [ jekspek'teifon] n. i fF, Wi, Wi, f5

4. specific [spi'sifik | adj. 740108 5 /59 ; B8 /9

5. negative question JHHZAJIAIR; positive question  FHA% [ [a] f5
6. predict [pri'dikt] v.FH, W5, W

7. for instance 540

8. come up with &, &H, L

9. relate to HX,. M

Dialogue 2

Scene; Mary is having a job interview with Mr, Smith.
M. Mary S: Mr. Smith

S: How are you,Mary?
M: Fine,thank you Sir.
S: Now,please tell me about yourself.

M: I graduated from the Administration Department in Zhongxing University.



