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Unit 1 Preparation for Career

R (5T

Learning Objectives

W I il 1

Outline

After completing this unit, you will be able
to do the following:

/' Master the useful words and expressions;
v/ Know how to make an impressive self-
introduction and interview in English;

\/ Conduct a series of listening, speaking

and activities related to the theme of the

unit.

Sentence Patterns

The following are the main sections in this

unit.

1. Lead-in

2. Oral practice

3. Useful words and expressions

4. Skills of the self-introduction & interview

Vocabulary

In this unit, you will learn the useful
sentence patterns listed below.

1. It’s a pleasure for me to be here in front of
you to present myself.

2. My background and work experience are
tailor-made for this position.

3. I look forward to becoming part of the
action team.

4. With my qualifications and experience,
I feel I am hardworking, responsible and
diligent in any project I undertake.

5. Thank you for hiring me. I am very proud
to be employed by your firm.

Listed below are some words appearing in
this unit that you should make part of your
vocabulary.

* frank

* adaptable

* aggressive

* amiable

* dutiful

* analytical

* apprehensive

* aspiring

* efficient

* position / vacancy
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g Looking Ahead ™

When you want to find a job, it is very important to make a preparation for the job
interview. You’ll have a better chance of impressing the interviewer if you think it over
and make a good preparation before the interview. The first thing to notice is the question,

“Can you tell me about yourself ? 7, which provides you with a great chance to promote

\your strong points in fact. )

R
e

Tips & Warnings

The best way to get ready for an interview is to take the time to review the most common
interview questions you will most likely be asked. Knowing what you’re going to say can
eliminate a lot of interview stress.

You don’t need to memorize the answers, but do take the time to consider how you’ll
respond. The more you prepare, the more confident you’ll feel during a job interview.

It’s important to introduce yourself in a creative, memorable way to distinguish yourself

from the crowd.
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Lesson 1 Self-introduction
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Lesson 2 Interview
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Lesson 1 Self-introduction

Part A Lead-in

Q Discussion:

How to make an impressive self-introduction?

H A @ F#ak: #EA publish.jueducn B, PEH R4/ FAEBTE /8
FHHR S E 1
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Part B Oral practice

TESECHEIA, HEER IREERRIKACW? 7 0, fREENERI 7 HaL
iBONSEipleziP SEEINTp RN/ NI Poag U iE o 810 1877k 5 S P N T = v R = B2
/M

Sample 1

Good morning. It’s a pleasure for me to be here in front of you to present myself. My
name is Leo, and I am a candidate for the position of Sales Representative.

My background and work experience are tailor-made for this position. I am 23 years old,
born in Hubei province, and I am currently a senior student in Wuhan University. My major
is Marketing. And I will receive my bachelor degree after my graduation in June. In the past
4 years, I have spent most of my time on study, and I have passed CET-6 with ease. And |
have acquired basic knowledge of marketing both in theory and in practice. Besides, I have
attended several marketing exhibitions held in Wuhan, which is our advantage in studying
here, and I have taken a tour to some big factories and companies. Through these visits I have
a deep understanding of domestic sales industry.

ABC Company is a forward-looking company. I am aware that you are expanding into
new markets, particularly in Hubei province. So you are going to need aggressive, dutiful
sales representatives. With my qualifications and experience, I feel I am hardworking,
responsible and diligent in any project I undertake. Your organization could benefit from my
analytical and interpersonal skills.

A position with your company would be both a learning experience and a great

opportunity. I look forward to becoming part of the team. Thank you.
Sample 2

Good morning, everyone! It is really my honor to have this opportunity for an interview.
I hope I can make a good performance today. I’'m confident that I can succeed. Now 1|
will introduce myself briefly. I am 26 years old, born in Shandong province. I graduated
from Qingdao University. My major is Electronics. And I got my bachelor degree after my
graduation in the year of 2003. I spent most of my time on study, and I’ve passed CET-6
during my univérsity. And I've acquired basic knowledge of my major. It is my long cherished
dream to be an engineer and I am eager to get an opportunity to fully play my ability.

In July 2003, T began working for a small private company as a technical support
engineer in Qingdao. Because there was no more chance for me to give full play to my talent,
I decided to change my job. And in August 2004, I left for Beijing and worked for a foreign
enterprise as an automation software test engineer.

Because I want to change my working environment, I’d like to find a job which is more



challenging. Moreover, Motorola is a global company, so I feel I can gain a lot from working
in this kind of company. That is the reason why I come here to compete for this position. I
think I’'m a good team player and a person of great honesty to others. Also, I am able to
work under great pressure. | am confident that | am qualified for the post of engineer in your
company.

That’s all. Thank you for giving me the chance.

Part C Useful words and expressions

BERMAERREC

position R/ accountant 23711

vacancy "Eﬁ;& sales representative fﬁ%ﬁ]i’%
manager 223 introduce ( ahid] ) 4+ 44

director F{F — introduction ( 441 ) B
president HFK, mgm tailor-made &t 5 10
General Manager 1253 bachelor degree “# -2~}
salesperson fEH4 51 qualified A ¥4, BEMEAERY

engineer __F£Ifi

BENMEERaE

1. I got a bachelor degree in Literature and took a course in typing.

RIKATXFFEFE, EFLETF

2. I haven’t done anything like that before.

AR AA AP TAE

3. I think I’m quite fit for assistant’s job.

K AEFERIPE LM T

4. As I have said, I am diligent and industrious. On the other hand, sometimes I’m too
hard-working and put myself under too much pressure to make things perfect.

Ede R A HLiLe), RIMERHHNHEAL 21, ARATATREFHIMT
TEE, RXLLATKERN, THKFE.

5. ’'m quite familiar with editing.

E At 4 B TAEAR #

6. I want a job with a vacation every year.

FAAHRA A A AR TAE

7. I was thinking of a job in a school.

AT F 2 FREM T

BRESKE dHE |
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8. I worked in the accounting section of a manufacturer of electrical products.

RGBT = SoH R 621 T4,

9. I noticed that you advertised a job in this morning’s paper.

A B RANESF O RR LRI EGRBI +,

10. With my qualifications and experience, I feel I am hardworking, responsible and
diligent in any project I undertake. Your organization could benefit from my analytical and
interpersonal skills.

KRN T 2L, REFRSIHAFOHE—ARARRE S AT HH.
K9 5 HTHE A Fo 5 AAR 4L 69 35T 23 5E R AL L A MR

Part D Skills

BHERMBRIT

You’ll have a better chance of impressing the interviewer if you think it over and make
a good preparation before the interview. The first thing to notice is the question “Can you tell
me about yourself ?” , which provides you with a great chance to promote your strong points
in fact.

WRARE I Z AT AU RO e, RIS g il e BT SRR E
%o BAETFEMRESEEERM “BRANH— Mracu? " HXIERR
JEH H CIH a2

1. How to talk about yourself? #0{a] B 31+ 4R0E ?
“3P principle”:Positive( H{& ), Personal( /M%), Pertinent( 115 ).

You could choose several key points to introduce yourself, and avoid repeating the
things which have been mentioned in your resume.

PRAT LU ROR AR A, (HRE S0 5 5 B Iy v 0 2 B R BT

Here are some of the advantages that you might mention.

XL EAR AT IFEA 20 OISR

problem solver ## 3 [5] # 49 fit. 5 creative thinker 7Li# 4] & #9 A accurate /J\ S i% [ 69
people person B3k & o A AR 69 A team player &-#F 69 A organized A4 7] 3 49

This doesn t mean that you just say, “I'm a great problem solver.” Instead, explain
how you used your problem-solving skills at your previous job and experience. Examples
speak louder than boasting.

EAERE (GR “FR— MBI AR EEET T, mREMRAEL
F M TAEMEZ Jr sp AR 2 el i R (R R . 255045 L F 3RS AT ULk 77

You need to show the interviewer that your previous learning or working experience

provides you with skills that can be used in the new job.



PRt ZE R AR Z B A 27~ sl AR B0 20 PRl R BB REA B TBIAE 93T T4
You’d better introduce yourself in one to three minutes. It’s not proper to take a long

time.

H IR AR BT EAZ S, Rl —2 =0,
2. What to say? Rijift4?

What you actually say, in terms of the words you use, is something that you have to
decide. You need to create an answer that sounds natural and, at the same time, interesting.
The way to determine whether your answer is natural is simply by writing a first draft of the
answer and then read it out loud. When you do this, you’ll probably spot things that you have
to change.

Xt T A SRR R T A R, AR A4S AR, [RIRf A8k, A
W[ 215 AR T AR R, ] AEARAR S i 8 SR ST e, R st iy
ko TEMRIX MY, PRTFRER A LN AT EBE

“What’s your greatest weakness ?” This is a popular question that Western
employers like to ask to make candidates nervous! In fact, they ask this to know how you
respond to a difficult question. You shouldn’t answer by telling your greatest weakness since
you might not get the job! Instead, you can tell them something that isn’t directly related to
the job position.

RIS A7 7 PO B e )X Ak A R EAR R R A [
F b, AR XA SRR R R R A ROV o AR B E NS IR 5 L,
AR AT RELE R ABIX A TAE. AR, RAT USR] —28 5 TARA BHA G
B AT

For example, “Umm, I can’t really say I have any major weakness that affects my
performance at work. I believe in continual learning and on-the-job training I can perform
even better. Sometimes, I think I’m too hard-working, but I really love my work.”

Blanar DUX AR R - “F EREA 2B R TR E RS A, RE
FiE AW I RIS R G ELY . RRANR TR 7, REK
RGBT, 7

Here are some final things to think about when the interviewers ask you to introduce
about yourself.

AT 27 H R A i e 2B JLA .

(1) Mention major awards or accomplishments that relate to your career.

kL TAEAR X 69 2R AR o

(2) Promote your strengths, but do not mention any of your weaknesses.

HEHATHKLE, ERE2REATHIEE .

BREESE SHE | 8



(3) Tty to be funny if you can, but don’t force it.

TR E, REZTHEMRAR, 22 E8 K.

(4) Summarize your career and education, but don’t recite a list.

WiE B IR TR R F F, 1200 2 & 5 H R

(5) Avoid information that is not career-related. The fact that you own a dog won’t get

you a job. Don’t start with your date of birth.
BRA—EEREEXGF, “BAH—RA ZHQEF AR REFR A
REAE A BB FHEANS
(6) Try to sound natural. Relax and enjoy yourself!
EEH R ACH, FLEALE,

15k 4 S ¥ B

Lesson 2 Interview

Part A Lead-in

Q Discussion:

Are you ready for your English interview?

What are the most important points you must pay attention to?

Bl -

AL @ F2&kHht. 3 A publish.ju.edu.en B M, I T/ AR /@
MR



Part B Oral practice

AT RELERZINAE S SME SR R, BN T b A 4y

Wi AfR, AUREERIE T —BJmEelb A LM S IR B S . MER X
BOEZ )5, REFARYE A CASEPRigolim =i, — ekt g A
RS o

: Nice to meet you, Ms. Caroline.

Section 1
(I=interviewer A=applicant)

Nice to meet you, Cindy. I’'m Caroline, HRD of the company. Please have a seat.

: From reviewing your resume, | can see that you performed excellently in school. What 1

want to know is why you think you’re right for this job.

: | am always interested in news coming from your industry, and I’m deeply impressed by

your company’s sales performance. To have risen 200 percent in the domestic market
over just the past three years is an incredible feat. I also admire and agree with the
employee developmental values that the company has adopted. I find that my personal
goals and ideas about business operations fit perfectly with the company’s goals and

mission statement.

: So you are well aware of our company. It appears that you have done your fair share of

research.

: Yes, in addition to judging whether I am the right fit for C&C, I believe that it’s also

crucial for me to know if this company is right for me. I’ve been impressed by the service
provided here by everyone from the receptionist to the assistant. I am confident that I

will have a very rewarding and successful career here.

: Commitment to the company and the team is very important to us here.

: | am very responsible. Whenever | have been assigned to complete a certain task, my

teacher and classmates could always count on me to achieve the stated task. There is
also no need to remind me of what I should do. I enjoy intermingling and doing things

with others.

: So what are your career objectives? And how do you perceive your own development if

you were to assume this position?

: | expect to have a good opportunity to put all of my knowledge into practice. I am a doer

and I can contribute a great deal to the company. | hope that within five years, I could

lead an energetic and productive marketing team.

('To be continued in Section 2)

BRI dHE | W
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Section 2

(I=interviewer ~A=applicant)

: As a fresh graduate, what do you think is the most essential factor to establish and

maintain a good relationship with your future boss?

: All the supervisors have rich experience. So first of all I will obey the demands of the

supervisors. Secondly, I will ask their advice and maintain an open mind. Thirdly,
when there are questions, I will communicate with my supervisors deeply to achieve a

functional and proper solution.

: Good, then do you have any question about our company?
: Could you tell me something about your training program?

: In brief, we offer both in-house and off-site training to our AP or U.S. headquarters. We

have a few daylong training sessions for topics like business writing skills and software
training. These sessions are available to everyone who applies. We also have a variety of
other programs based on each work function. Our program is essentially a job-rotation

program, and we believe it is more effective than traditional on-the-job training.

: It sounds attractive!
: Lastly, what’s your main consideration in your current job hunt?

: Potential growth opportunity. If a potential job does offer me an opportunity to grow and

mature, | will find it very easy to devote myself to executing my responsibilities at the
highest level. T believe that your company will be a perfect place for me to grow and

develop!

: I also hope to have the chance to get to know you better in the future.

: Thank you for your time. I am looking forward to the next interview.

Part C Useful words and expressions

iR B AIEL

realistic SEEHREHY intelligent Ff# 7758 1)
responsible 177 objective 2L

sensible FH 3 HAY precise —ZAFjHY

sporting YA IFE K punctual JZ5FESZI )

steady BESLHY purposeful 75 ik W i 1]
impartial INIERY capable ABRENH), A ARER

independent fFE W frank BRI, HiKA
industrious AT HY able 4 T8, BT
ingenious ﬁﬁ!ﬁﬂﬁﬂ’ﬂ adaptable T8 N PR Y



active FEIH, TEERHY diplomatic R, ARG

aggressive A HHLLT disciplined SFZRFE

analytical 3 F4rH K dutiful JRERfH

temperate & {H 1 well-educated 5z R F#H 1Y

tireless A HER efficient AR0CFEM

humorous H4EKA) expressivity FTRIK

learned ¥ i 511240 HY faithful SFERY, S

logical Z&¥43HBA ) amiable F13E A 351

motivated H 1 BHHf ) amicable AU

methodical £ J ) systematic ZRGLHY

modest HEHE 1) sweet-tempered P41 IELFN

dedicated A Z= RN AY apprehensive £ FEA# J11)

dependable R EEf) ‘ aspiring A &, AHIAA
HiXFIEE AR

(1-5 for the interviewer, 6—10 for the applicant)

1. Why did you choose to come here for a job?

WA 4 5 2] RAE L RKRTA?

2. Would you consider a starting salary at twenty-two hundred yuan?

AL #2200 TARE R 2 H B

3. Do you think you are qualified for this work?

IRIANA R T APEAE XA TAES?

4. You will have to travel frequently if you accept this position.

RBEREZIANPLNGE, TFH L

5. You are hired. Please report to the Personnel Office at eight o’colck in the morning
on April first.

RAFR T, ke 4 A1 BFR 8 EAPBAF IR,

6. Because | was a chemistry major, I can either teach or work in a factory where a
chemist is needed. Among the chemical factories in Hong Kong, I have found yours to be
well-known. Therefore I am most interested in working here.

AARZFNFSN, ATAERPIAREZHANPFOL T4, £FEHLT
I, RISRALA, BAREEREE T, |

7. I’'m not familiar with what the job entails, so I’'m not in the position to bargain for the
salary. I believe you must have a standard starting salary which should be satisfactory.

AR FRBIANATHE Z At 20T/, FRRA D EEFEGPM. &K
RN — A — AN EA# EOAFEAH

ERrSSE dHE | 8



