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Unit 1 Applying for a Job n

Unit 1 Applying for a Job
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A. Look at the following job titles and describe the responsibilities for each.

sales manager doctor teacher personal assistant (PA)

architect cashier human resources manager engineer

B. The following is a job advertisement of finance manager. Read it and decide whether

the following statements are true (T) or false (F).

Finance Manager $ 38, 000
Roper Security is a leading provider Q&i n security (% 4)
services. We have business operations inf@d Korea. The

newly-created position of finance manager is 1 assistance
)

in managing. You will report to the general mana@r&gﬂay be

required to go overseas to contact clients. You need ﬁi ; IT

skills. Experience of working in the security industry

preferable (EAEM). »/;F J

e

( ) 1. Roper Security is a newly-established company. %

( ) 2. This job has something to do with computer.

( ) 3. You are going to write reports to the general manager.

( ) 4. This job involves of travelling to foreign countries.

( ) 5. It is possible for you to get the position if you have worked in the security

industry before.
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Vocabulary Building

A. Match the words with their meanings.

a. a job or position which has not been filled
1. recruit b. extra money or other advantages that you get as
part of your job

Ry, Eorolatait ¢. to find new people to work in a company

3. benefits d. the money that someone is paid each month by
4. vacancy his/her employer

) ) e. a brief account of your personal details, your
5. interview education and the jobs you have had, etc.
6. resume f. a person whose job is to welcome people in a hotel
7. receptionist or an office building

g. to ask someone questions to find out if he/she is

8. salary the right person for a job

h. a person whose job is to keep financial accounts

B. Fill in the blanks with English words according to the given Chinese.

RESUME
s : Zhang Fan
b ik : No. 25 Dongfeng Street, Bengbu City
HMaeERM 0 . April 10, 1978 #5 . Male
% W R B . Single it BRE AR 15 . Excellent
BHE TR

1996—1999 Anhui Professional College Major: Electronics
1993—1996 No. 2 High School. Bengbu City
T2 :
May 1999—0Oct. 2001  Assistant Designer
Huawei Electronics Company

Sep. 2001—present Advertisement Designer

Modern Advertisement Company
YT bf

Reading, travelling, drawing pictures and listening to the music
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. Reading I

Smith:

Johnson;

Smith:

Johnson:

Smith:

Johnson:

Smith;

Johnson:

Smith:

Johnson:

Smith:

Johnson:

Smlth :

Johnson:

Smith.

Johnson:

Smith;

Johnson:

Smith .

Johnson:

Smith

Johnson;

Smith;

Hello. Are you Mr. Johnson?

Yes. I am.

Nice to meet you. I am Smith. I will be
interviewing you today.

Good. 1

Thank you. Please have a seat.

Thank you.

Mr. Johnson, tell me a little about yourself.

[ am 32 years old. I had been working at a steel plant until it was closed last
month and now I am looking for a job.

Tell me about your experience at the steel plant.

I was a team leader. I was always on time and my supervisor said [ was one
of his best workers.

Very impressive! Mr. Johnson, 2

I would say...responsible, hard-working and smart.

Very good. 3

Well, I am a very hard-working man and I am also quick at learning to do
things.

Okay then. Thank you for coming. Do you have any questions for me?
Yes. I was wondering what my schedule ( T.fE it %) would be if I got
the job.

That’s a good question. You would work from 9 a.m. until 5 p.m.,
Monday through Friday. Does that work for you?

Yes:., 4

Do you have any other questions?

No, I believe that is all.
OK. Mr. Johnson. It’s a pleasure to meet you and we will let you know if
you can get the job by Thursday.

5 Mr. Smith.

You're welcome. Have a good day.

A. Read the above conversation of an interview. Put the following sentences in the

proper places.

a. what are the three words that can describe you?
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It’s nice to meet you as well.
Thank you for your time.
What makes you the best candidate for this job?

That works very well for me.

® o oo o

Underline some useful expressions about self-introduction in the above conversation.

(@]

. Answer the following questions.

1. Who is the interviewer?

2. Why does Mr. Johnson want to change his job?

3. What was the comment given to Mr. Johnson by his former supervisor?

D. Work in pairs. Find out the words in the conversation that you can use to describe a
person at work. Think of more this kind of words.

E. Describe the people at work in the pictures with the words from Exercise D.

A. Complete the sentences with the appropriate forms of the given words.
| (be) 32 years old. 1 (be) working at a steel plant until it
(close) last month and now I (look) for a job.

| (be) a team leader. I (be) always on time and my
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supervisor (say) I (be) one of his best workers.

B. Match the sentences with their functions.

Sentences Functions
1. I always get up around six. a. a state that started in the past and
2. I've been doing this kind of continues to the present
work for about eight years. b. a routine activity
3. I've been with this company c. an activity taking place at or around
since I left school. the time of speaking
4. I'm going into the office nearly d. an activity that started in the past
every day this week. and continues to the present

C. Complete the self-introduction of Rachel with the appropriate forms of the verb
hbe”.

My name Rachel. 1 a graphic designer (X R H). I

German, and I from Munich. I married, with two

children. They both in high school. Their school near my office.

My husband ~_an engineer. We interested in travelling and watching
movies. My sister an accountant.

D. Introduce yourself by use of the verbs in the present and past forms.

A. The following are some questions that may be asked in a job interview. Work in
group of four. Discuss the following questions.

Why don’t you begin by telling me something about yourself?

Would you tell me about your studies?

Why do you want to leave your present job?

Why do you want this job?

May I ask why you are interested in this particular job?

What are your special interests?

Do you think you can handle (4b#, %) both a job and a school?

Have you got any experience in this field?

W 0 ~N O U W N -

How soon can you start if we offer you a job?

10. We'd like you to explain your views on the use of computers in our business.
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11. Why do you want to join our organization?

12. How do you think you can contribute (F BJF) to our company?

B. Work in pairs. Practice job interview conversations by using the following useful
expressions.

Greetings

Pleased to meet you.

Nice to meet you.

Good to see you.

Introducing yourself

My name is...

I am...

I am from...

I graduated from...

I worked in...

Raising questions

Why are you interested in...?

Why do you want to join the company?

Would you tell me about...?

May I ask about,..?

Replying

I’d like to...

I think that...

I have the confidence that...

Saying goodbye

Nice talking to you.
Goodbye.

Business Cards

A business card, or name card, is an inexpensive way of advertising yourself and
the company in formal introductions as a convenience and a memory aid. It provides

potential customers with the means to contact the business or the company.
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A. Work in pairs. Look at the following business cards and discuss the components of a
business name card.

ABC Consulting Group

Ilvan PavlovicC.uun

Tel (812} 254-6617
yoAdd. PO Box 101, St. Petersberg. 193015 RUSSIA
Email lvanp@accounts.ru
Website www accounts.ru

XYZ Network Technology Co.,Ltd.

Add Douglas Road 1112, Indionnapoks, IN 89063, USA
Tel 1567) 631-0004
Fax: (567) 631-0002

E~mad thill@xyz com
Website. www xyz com G
T: - Y
: Tl m H § " Product Manager xv¥co.,zud.

B. Work in pairs. Design a business card for John Goodchild. You may use the
following passage as your reference.

John Goodchild is the HR manager of Gft Co. Ltd, which is a British car
manufacturer. The company is located at 33 Goldhawk Road. Shepherd Bush,
London, UK. The telephone number is 44 (020) 78259707, and the fax number is
44 (020) 78259705. John Goodchild uses the e-mail to contact his clients and his e-
mail address is johngoodchild@ gft. com. uk.
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conversation between two parties looking to make the best
decision. Your main goal as a job candidate is to show the
interviewer that you're the best person for the job, and you do
that by responding to the interviewer’s questions with the answers
he wants to hear. The only way you can do that is by preparing
your answers ahead of time and knowing how your qualifications

(¥E#%) fit with the company’s goals.

How to Prepare For a Job Interview

A job interview can be thought of as a professional (%l )

Instructions

1.

Research the company before the interview. Understand its history, people and its
future prospects. Read up on financial reports and what people are saying about
them in the news. Read the company website, and especially its mission
statement. This helps you prepare for questions about why you want to work for
the company and can help you formulate answers that align (ff#£F4) you with its

goals.

. Read your resume. Remind yourself of your accomplishments A% 4, AR #E).

Reading your resume helps refresh your memory and pull out specific examples that
you can use to demonstrate how you accomplished a task, handled a conflict and
got the job done. Many interview questions focus on how you acted in the past to
determine how you will act in the future, and having specific examples of what you
did on the job shows the interviewer that you can handle any task. Write down

your examples and study them in the days leading up to the interview.

You are to graduate from the Business School of Northeast Normal University and

you have applied for a job at Huawei, a famous IT company. Work in group of four.

Work out a plan to prepare for the coming job interview with recruiters from Huawei.

You may take the above information as your reference.
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Unit 2

Jobs and Responsibilities

A. The following is a chart of departments of a company, of which you are an
employee. Work in pairs. Choose a department and answer the following

questions.
CEO
Green
Department

Commercial Accounting Technical

Department Depariment Depariment
Purchasing Selling . ‘
Depariment Department Design Installation

Marketing s
Department Maintenance

1. What do you do?

2. What is your main job?

3. What are you in charge of?

4. What are you responsible for?

B. The following is the description of the Purchasing Department. Read it and write
down the responsibilities.

Purchasing Department

The Purchasing Department is the office responsible for the acquisition (F¥W) of

supplies and services, and the construction in support of the operations of the
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(EWATED, and acquires supplies and services. The department also disposes of (fi#
B, 4bFE) all the company’s surplus (it %y, £ R AY) property and equipment.
Besides, the Purchasing Department is very conscious (£ & i f9) of its responsibility
and accountability (£ 45) in the expenditure (f£%%, ¥ H{) of funds.

Responsibilities of the Purchasing Department

O O A W N -

A. Match the job positions with the descriptions.

a. to deal with files and correspondence

b. to deal with problems and complaints

(g}

to handle challenging situations on behalf of
1. Manager the company

. to make/answer telephone calls

. to make decisions

2. Secretary . ¢ 1O sign contracts

d

e

f. to monitor expenses claims

g .

h. to take notes, minutes and messages

i. to work at computer for word processing

j. to write memos and reports

B. Complete the article with the given titles.

Career Paths Education Job Duties The Future = Wages

What are Our Job Descriptions?

Whether you're looking for your first job or rescarching what you’ll need to do to



