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Career Path
IO 2 %

A=At 2, & LRGIIENIA, BtAEEGRT, EHFE—HH
R TA? EHBLFRGE LB IR TAR? ELAALH THRER(? HH—A
BRGHA, ST N3] F 2RI APl FREARL RARF LR FRR? RANEF 2% IR
ZBRPAN], L ERR BT L. 2R, RERBLIRES  THRLFAT
B%H A+, EA—R, h—Z2MH “F Pradath R £” —HKIETAHTHLIE.

A= a8

1. Cheer up, buddy!
WAE R, Kit!
2. I owe you one.
KRBENAM.
3. I have reached the “glass ceiling”.
ZRAKCZE T BTN “KIEAR”.
4.1 don’t care about the extensive travel, tight schedule or round-the-clock availability to
the clients.
KANBEAFR, THE#EEZR 24 /PtEMBIE.
5. Bon voyage!
PR — B MR
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1. Which position did you apply for?
fREBIE T ARMGL?
—1 applied for the sales assistant in the Sales Department.
HHE T R BB .

2. How do you describe your character?
RE AR IR E S RYTERE?
—1 am a reliable man and I never eat my words.
BR-AAFEHIN, MEF.

3. What’s your plan for this business trip?
XREHERTAHR?
—1 have a busy schedule and I’ll meet some important clients.

RAATREZHAR, EXN - EEENE,.

1. Preparation for Interview

& iX RS

Dialogue:

A: I have an interview tomorrow but I don’t know what kind of
questions might be waiting for me.

A: RARAANIR, HEREAREIRE 2R 4

B: Cheer up, buddy! I suggest you focus on your resume because the
interviewers may raise questions based on it. You can brainstorm
and prepare for those possible questions.

Notes:

@ cheer up
WA R

@ brainstorm




C PRAES, kit REBUURSE EBRHERIE L L, FEohi
RE AR ) R AR R 28 . IR ] LAAE— 4B AT e £ il ) ) it
: Could you please give me some suggestions?

: IRAEZE FRALE NG ?

: I think you can add your GPA and your internship in the Fortune
500 company. What’s more, you can use examples and
achievements to describe your hobbies and interests which can
make you different. For example, Linda wrote on her resume that
she is good at dancing, and she used to be the leader of the
university cheering squad.

: BAIN R PRAT LALEAR B 7 _Eon _E AR B P 3 S R T 55 A S8
A& &, H—2%4)]7 /M SR8 RGUR R R IR 1) X8R %%
4, XPERELLIR G AR o E B IA 7R i (0 16 5 b 4 ik
B, W LAEATRL R ERRRAL A I A o

: Fantastic! That’s called “Detail is the key to success.”

D OKBET D R AT R E UK.

: Next, I think you should prepare a self-introduction and also your
career plan. A very critical point is you should be familiar with
your resume and try to perfect it constantly. Finally buy a proper
dress for the interview.

D BBE, BINAIRNAZAES — A B RN PN AEERR . 2K
HER — R RN AZRBIRAE 1, AMiteEE. &ENm
KR —ESERRR.

: You are really helpful. I owe you one.

C RERHTRRICT, BREDARE.

BB 3

® GPA
G R

@ internship in
the Fortune
500 company
£ 500 GRS
A&Hh

® cheering
squad
WL R A

® Detail is the
key to success
9075 P TE BB

@ ecritical
KK

I owe you one
BREHEA N

1. brainstorm FEE 38 Sk A #
[151] We need to sit down and brainstorm ideas for

= iR LRI
2. critical KEEMK

a new marketing slogan for a new product.
BAI T BEAL T R — B2, B

m R MFREH DS Lo

own confidence.

AR KRB E RN B CHE

[$1] The most critical factor now is our




2. Interview Arts

& XA 7

Dialogue:

A:
A:
B

Good morning. Here we go. How do you describe your character?
BEk, BBEAVHILRT . WRELHRIRE SRR ?

I am a hardworking, responsible, caring and determined person. I
am good at analyzing and socializing with different people.

D BRI, A5, ROMAFFROKAN . R,

5 AR NAT A IE -
Why do you choose our company?

Nt AEFERAT AT ?

: Firstly, I can make the best use of what I have learnt in here. I’ve

been aware of your company for a quite long time. Also your
company offers attractive salaries for starters.

B, EEATR LAERMEKITEHTEER, RAMEAFK
%, T HS A w4 R AR F A AR A E R .

Why did you leave your last job?

R AT A8 LARBIET— 4 TAEE?

I feel that I’ve reached the “glass ceiling” on my previous job and
that was not challenging enough for me.

s FRBRGE TR CARRER] TR TAER “RAEHR”, T ELx R di ki

AKX

One of the crucial requirements of this position is English
proficiency. Can you meet this requirement?

AR — MR EZE A ZR R T SCRA, VREERT & ZE KNG ?
Yes, I’ve lived in the United States for three years for MBA
courses. I can communicate with foreigners freely.

18R, G AEREEE MBA B T =4, REEMSNEAN B TR
Do you have any other special skills? Or any other certificates?

A — AR B REND ? BRE LARUE S ?

Notes:

@ socialize with

@ aware of

EiRE

® glass ceiling
RIEHR

@ proficiency
ikl
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rEW>>F

I’ve obtained Senior Lawyer’s Qualification Certificate and
Engineer’s Qualification Certificate.
A AR I B A UEAN AR ITHIE+S

When could you begin if you are employed?

D WMARBATVRR, IRt AR RBETF 46 T1E?

I think I can start as soon as possible.

FRAB TR BB AL B 1 I ] P 31 B

Thank you very much. I enjoyed talking with you very much. If
there’s any need for further contact, we’ll certainly notify you in no
time.

FEFRIR, S RARIRIEIRMIER . A 0BT I SERE il i
i, A= EECRIRE

® obtain
B3|

employ
e
in sb.’s employ/
in the employ
of sb.
BREANILLE,
BN ]

o ERILEIE

1. socialize with Fll««+++ HAZ

2. aware of FEIRE--e--

[#1]] A good seller needs to learn how to [f]] Be aware of the oncoming cars!

socialize with his or her customer. 20 RAEGERH !
GRS R B2 e 58 P A B .
3. Visit a Company

AL E)

Dialogue:

A:

A:

B:

Good morning, I am Jackie Lee. Nice to meet you. Let me show
you around! This is your office. The pantry room is in the middle
of the corridor. Copy machine and fax machine are in the next
room.

B b, REANRZE, REX0MR R, ERERSU—TF. X
RARKINA R, BITLEERR P . S EHURE EHLAERREE 55 [A] .
Marvelous! Do we have some provisions of working hours or
informal do’s and don’ts?

Notes:

@ pantry room
T, BME

@ provision
M, %K

® do’s and don’ts
SR RIEE IR
i3]
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s BAVAF ISR B,

OXELHE, WAV TAEREEFAREG? RERNPAEHE

HAE ARSI ?

: We have a free atmosphere. As long as you work eight hours each

day, you could have a flexible starting and leaving time. But you
have to get your badge card punched in and out. Talking about
salaries to each other is not encouraged, for it may influence our
morale.

HEARSGERARAUE )N TAE, RA] LA
B 2 HE B NIRRT ). AERARAZFT . Bl AE EARHEH
AKI ),  R D IXA] RE AT B KK B e

: Understood. That seems easy to follow.
: BRHA, XMRESMHD.

: From next Monday, you are arranged to attend an orientation. It

mainly covers the company history, the mission of the company, the
company policies, company ID, the use of office supplies including
telephone, fax machine, e-mail set-up and etiquette training such
as effective communication with clients and colleagues.

: NI, RESI—ANEI. KERHEARHSE, AF

iy, AFIATEOR, /RN ID KR, ARG, t
W TE, B, BRI, AL, i E S
A NA R .

I love learning new stuff. Thank you very much.

BENR VBRI AEH R

@ badge card
THFE
® punch in and

out

T+
morale

+5K, }&

@ orientation
B

e-mail set-up
W€ LT R
£

© etiquette
ALAX

1. punch in T L3
[#1] What time do you punch in this morning?

= iRCIRIC
2. orientation 55I|

AR EFJLRIT R E3E?

whole week.

[#1] I have to take the orientation for the

X — A ES I .




4. Meet the Boss

NIREZ K
Dialogue:
A: I’ll have you meet our Sales Department Manager—Henry first,

&

who is also your mentor. He is a workaheolic and he might have a
high standard towards his employees.

WA R N E ML FH, Mt 2T
YE3E, XE FHRERZER.

: Hi, I’ve heard a lot about you. I appreciate this chance to work in

your team and will certainly do my best.

AR ! REBIEEG RN TR BE R .

: I like your pioneering spirit, which reminds me of myself ten years

ago and I am totally glad to be your mentor. I am a demanding
person, but I will also assist you out of difficulties whenever you
need me. You should be prepared to undertake this “extreme job”.

D RERREER AR, IXAERAAS T HEMRIR, BAREX

RERCA IRE T, B BRI SAR S, (BRI ZERIE S A,
FRABL A B VRIRIGIRBE o PRI 203X A B PR A Al
DFRHER .

: Trust me. I love sales and I like challenges all the time. I don’t care

about the extensive travel, tight schedule or round-the-clock
availability to clients. These all make me excited.

DTBODE, BREEHE LENHREEEREKAC. BRANE

VUAbsEe, TARERFHE R 24 T EAlIZ, XL R
R AT .

: That’s great. Welcome to the Sales Department.
c IXAREE, WO B .

Notes:

@® mentor
FIH

@ workaholic
TR

® pioneering
HEEH)

@ assist
B

® Trust me.
B o

extensive
EXK, K&
3]

@ tight schedule
BER TR
H

round-the-
clock

24 NI




o ESIRILEIE

1. pioneering SEIKM), FFEIMEK 2. extensive B KK, KEMK

[#]] America has always retained her [fl] The security forces have extensive powers
pioneering spirit. of search and arrest.
FE [ — B RFE H OB . 24 T A AT 48 A Al 4 1 2= AU

5. Business Trip

B £

Dialogue: Notes:
A: Tomorrow I will fly to Beijing to attend two bidder conferences and | @ renew
renew several important contracts with KA clients. This business S5
trip is a heavy task and tonight I have to work overtime again. @ work overtime
A: RBE CEIREZZSMANBRIBALSD, FFHMEAIFEE piIE::
BPEBIAER. XROEERBEAEEERHEd. RSB
NEMIET .
B: No wonder you look seedy. Because of the big deal, you’ve worked | @ seedy
a great deal of overtime recently. BB
B: MEROKEFEERAEAL . FARXANKRET, RETIT
RZHIBE.

A: T have no choice. I hope I can finish them by 21:30. @ treat sb.

A: RWEAIMNE. HESHRAELE 9 m¥ERT T, -EIN

B: Treat you to a cup of coffee. I think I should apply for a year-end | ® year-end
bonus for you. bonus

B: TEVRMSAR I, FRARIR AR IR R 8 FRESE

A: Thank you very much. I will bring you a gift in return when back. in return

A: ARHRKS. EOAEER, BIPRE S IRAALYIN . & A B3R

B: I’'m looking forward to it.

B: AR IR B ALY .

A: After I am back, I can get two-day off. So business trip is not as




terrible as you thought. I can not only get the traveling allowances | @ traveling
but also have the chance to know many different kinds of people. allowances
A: RFERE, ATUMARRRR. HEBASRFRBRIBAE. TR HH 2
ALV HZEAMEE A BN RBT A
B: It sounds like business trip is your cup of tea. Bon voyage! Bon voyage!
B: Wil K Z iR ERIE SR . — B2, S
=SiRiLE R
1. seedy JEREM, FHERH 2. treat 1§ (&), B, KiF

[#1] They suck you into their seedy world.

[#1] She was always treating him to ice cream.

AT HEARE A AT A BE = i B b S T A UK

1. The meeting is called to order. VW IERTFLE -
interrupted by the chairman T T
passed off with success JEBYHAT
2. Let me briefly introduce myself to you. iR EM A FREC.
Let you know a little bit about me. AR Z 74— Pk
I want to show my personality to you. BAR & PR B S M.
3. Do we have some rules or informal do’s and don'ts? | A1 & 4 BLITHIH &/
recreational activities AT ?
‘avored prices B35S
LB %

AREVLRIRLE (BRI E)
REH THEAASRIRME? RLFAEERIBHER !

If you want a higher salary, you should tell your boss.




] BR E AR DN e ?

(1) UEMHARA “HH{EL”: Prove your value to your boss.

(2) 235K . Tell your boss your request.

RTTH FT 3600 —FE, A FEREARE B ABIRRA . WREAER, ARHEEXE—

PRUF St BRAEREER T, HA AR 2 BB RIKIRE LB .

(3) AW E7]: Do not threaten your boss.
(4) ANZEHI%2: Do not complain to your boss.
B 5% S5 0 45 AN AR GF, Hen AR T s 7 1R > —iB 43, @il Esh iR al fig

AT A CRELSERMSRE D, BibERAE THRAHL TR TR ERR
IS SRIEY], WREIXIREA T, ERRE FIRRIAZE T .

T fi# H CIY5EI recognize your strengths, X% H CHFEAL compensate for the weaknesses,

P B kST improve your performance, ANiiiAE THRAR not satisfied with your current
situation, 75L& outstanding achievement, 1A% #*{ reach your expectation.

10

BHeE

unch-in
‘1ﬁﬁﬁ” (punchin

l tight schedule l

provision

round-thel
boss
workaholic
Career Path mentor
Bz #%
interview art
employ
glass ceiling
proficiency
spare time

allowances



Etiquette
B ALY

A REATRZEF, AR F KRR ETHRAN IR, FRFH. .
AE, HAFAR. AMASRGAERE, IABTRARR—ANARESERFERGINE
2. MNEXIFGAERE, AUTARHRAFRRAEFTERAG—FER., —FXFEFA, £
AFRREF YR RATAAEE . AIF0 DIRMCE. MG A ERE, AT AHA
BEATRAE T HATAD A B HIT, FIFAUL, BB ELE Y VREE, THhT RH
o “k”, 3k, GRIFLBAHREIMMRFTFSHIRE, RERLSHETEALR, RLLH4K
A B —iR, REEEX—W, RAXARTY GHELSERAFRK.

NELE

1. I found that table manners vary from country to country.
REAEFNE KA RAE.
2. Owing to the fact that our company is a service institution, image is of crucial importance.
BFRMNATRE-NRFINA, BERABRMNKREXEE.
3. It is rude to take advantage of the host like that.
RHEEANEELAREALLR.
4. I think your dressing doesn’t match your job.
BAIAN R B F R o Rl THEFAF.
5. I’ll put you through to his extension.
AR B 2L,

11



