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Situation Wanted
cur-
riculum vitae recommenda-

tion letters
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== How do you do? ?
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IZ My name is...

=" CanIask you a few questions? ?
== Have you taken any...classes? ?
I Have you ever worked before? ?

I That’ s why I applied for this position.

= Iwould like to...

IZ I'm sorry to have taken up so much of your time.

I Thank you for coming.

= Thank you very much for giving me your time.

-.

f

"3~ Coversation
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Situation : Lily Zhang(Z) decided to apply for the
job of the secretary at Lisheng International Import and
Export Company. So she sent her c.v.(curriculum vita),
the names of two referees, and a covering letter giving
her ideas about what makes a good secretary” . A few

days later she received a reply inviting her for interview.
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Personnel Manager (M), JohnBrown, is now inter—

viewing her in his office.

wx&:

M : Come in. Good morning. My name is John Brown.

How do you do*?

7: Good morning. My name is Lily Zhang. How do

you do?
M : Please sit down.
Z: Thank you.

M : So, Miss Zhang, did you find our company easily
today?

Z: Yes, it’ s an easy route from where I live in the

south of'the city.
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M : Good. Can I ask you a
few questions? Where

are you going to school?

N

: 1 go to XYZ University.
XYZ

M : Where is that?

Z: It’ s in the south suburb of the town.
M : Then what is your major?

Z: I' m majoring in® English.

M : Well, have you taken any business classes* or any-

thing of the sort?

Z: Yes, in fact, I' ve taken typing, business management,
and secretarial English and this year I' m taking the
Secretaryin Training and Secretarial Theory.

v
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M :

I see. Of course, you’ ve passed CET 8 both for
written and spoken English.

T T, MR, it TRk e 8 K A A
iﬁo

: Yes, I' ve got 82 marks in written and' Excellent” in

spoken.
82

: Fine, I see from your application you' ve also

got grade one computer test certificate. So you must
know computer very well and your typing should be

pretty good.

: My typing speed is 100 English words per minute’.

100

: I see. Have you ever worked before?®

: Yes, but just a little. I have got a part-time job to

teach as a tutor about a year. And one summer I

worked as a secretary in an international trade
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company.

: Oh, it was very interesting experience. How do

you like it?

: Ifind it’ s interesting and challenging work. I like it

and I can do it well, Ithink. That's why I applied

for this position.

: Fine. By the way, do you like travelling’?

: Oh, yes, especially abroad. For me the most im-

portant thing is to find a job where I can meet and
deal with® different people from different cultures

and get much experience.

: I'see. Your application says you’' ve been abroad?

R
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: Yes, I' ve been to Australia. I lived in Sydney on a

school exchange program’.

: Oh, really? How long were you there?

: Six months, when I was a sophomore.
6

: Very good. No wonder you speak English so well.

And you must be used to'’ dealing with foreigners.
: Yes, I am, to some extent.!!
: Well, have you got any questions?

: Yes, I would like to ask about the salary'

: Well, here is a brochure with our salary scales in it,
including the standard starting salary".You can keep
this copy. It also gives you the rules of the house, the
health insurance and many other bene-

fits. I suggest you study them.
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Z: Thank you. I'll do it.

M : Any more questions?

Z: No, I' m sorry to have taken up'* so much of your

time.

M : Not at all. Thank you for coming, and you'll be

hearing from" us in the next few days.'¢

Z: Thank you very much for giving me your time, Mr
Brown. I certainly hope the answer will be favour-

able.

M : You' re quite welcome. Good-bye.

N

: Good-bye.
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route n. ruit

uburb n. 'sabarb
application n. epli'keifon
certificate n. so'tifikit
type wv. taip

part-time a. pait taim

experience n. iks'piorions
sophomore n. 'sofomo:
foreigner n. 'forina
salary n. 'selori
exchange n. iks'tfeind3
program n. 'prougrem )
insurance n. in'[uarons
favorable a. 'feivorabl

benefit n. 'benifit
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Good morning/Good afternoon.

My name is Zhangli. How do you do

“ Thank you for giving me this opportunity”

C.
D. please thank you
“ Please have a seat.” ot Sit down please.”
“ Thank you.”
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“ Now

”

please let me know your experience as a secretary

R “ Ican't

tell you about that.” )
“ Just a little. I worked as a secretary
in a local company last summer vacation.As a matter of fact, I' ve
just finished my university.But I' m willing to learn and I' m sure I

can make up for any lack of experience soon.” (

)
2 How do you do

major in
take...class

My typing speed is 100 English words per minute.
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{ Have you ever worked before

7 Do you like travelling?

g deal with

9 a school exchange program

I be used to doing
] to some extent

12 1 would like to ask about the salary.
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