PART ONE

[ [

Functional Expressions
googad






I . Opening and Ending a Conversation
ooooooo

1. Greeting Someone
00

a. Greeting the Interviewer
ogoooo

(D Good morning! Mr. Evans.
dooooooooa

@ Good afternoon] Mrs. Smith (Miss Jones/Ms. Carter) .
0o oooooooonoa

@ Good morning! Sir0 Madam).
godoooooodn

@ How do you do?
0dMoooooonoo

® How do you do, Mr. Crane. Very nice to meet you.
dooooooooooooooo

® How do you do? My name is Wu Qinglian.
doodooooooood

@ I'm Li Weixin. It’s my pleasure to meet you.
0oooooooooooo

® I'm pleased (happy/delighted) to make your acquaintance.
dooooooo

® Glad to meet you here.
ooooooood

@ I'm glad to have the opportunity to meet you here.
dooobooboooooad



b. Greeting the Applicant
goood

@ Come in! My name is Mike Anderson, the personnel manager. How do you do
oooooooooo.ooooooooooood

® Good afternoon! You are Gao Lan,aren’t you?
gododooooooooad

@ Hello, Mr. Sherl
ERERERERERERE!

@ Nice having you.
oooooooood

® I'm so glad you could come. Would you like to have a cigarette?
Oo00o0o0oooooooo

® Come in and sit down.
oooooo

@ Come in0 Make yourself at home. Smoke if you like.
0o0oodooooooooad

Come in please and have a cup of coffee.
Ooooooooo

® Have a seat please. May I have your name?
oooooooood

@ Come il Name and examination number.
g00oooooooooooooo

2. Saying Good-bye

g

a. Saying Good-bye to the Interviewer
oooooao

@ Thank you. Good-bye!
ooooood



(@ Thank you,sir.
goooooad

® Thank you very much. Good-bye O
oooooodg

@ Thanks a lot,Madam. It’s been really nice to know you.Good-bye!
godobooobooooboobboood

® It’s been really nice knowing you. Good-bye!
gooooooooao

® I'm sorry to have taken up so much of your time. Good-bye and thank you for all
you’ve done for me.
goboboooooooobooboooooooooobboooo

@ 1 look forward to seeing you again soon. Good-bye!
gooooooooooooa

Thanks for a nice talk. Good-bye!
OD0MmOoooogdooo

® I've enjoyed talking with you,too. I’'m grateful for your time.
J0o00o0oDoDoDoOo0oo000000oooooooaoa

(0 Thanks for giving me a chance to meet you here.
godoooooooooooan

@ Thank you very much for giving me this opportunity, Mr. Green. Good-bye.
Jddd0d0o0o0oooooooooooog

@ I sincerely thank you for letting me join your company. Good-bye!
gddoooooooooooooad

@ Thank you for everything.
goooooooao

(% I’d appreciate if you could give me a call this week. Good-bye!
gddoobooobooooooooooooooon

@ Please call me at this number between nine and eleven 1n the morning. Thanks a
lot. Good-bye.
goooo o000 10000 oouooooooon



b. Saying Good-bye to the Applicant
gooooao

U Many thanks for your great interest in this job. Good-bye.
goboooooboboooooooobbood

@ It has been pleassant talking with you. I really appreciate your great interest in
our company . Good-bye!
0000000000000 00000000000000Dgo

U Thank you for your cooperation. Good luck to you. Good-bye.
gdodoooooooooooo

0 Thank you very much, Miss Li. And you’ll be hearing from us in the next few
days.
gddooooooooooooooooobooon

® I'll call you at your home about our final decision. Good-bye.
gddoooododooooooooooooooad

® I will contact you about the result of the interview soon.
gdoooooooooooa

@ Very pleased to have met you. We’ll let you know the result within a week
goodooooooooooooooooaano

[ can’t give you a definite answer today, but we will let you know as soon as pos-
sible. Good-bye.
gdddooooooooooooooooooooooooooaa

©® We are considering several other applicants. No matter whether you are hired or

not, we will notify you of our final decision next week.

ddddodooooooooboooooooooooooooooooan
gooooooan

@ That’s all for now. We'll get in touch with you by the end of this month. Good-
bye and good luck.
goodboooooboooouooooooooooooood

@ That’s all. You may leave now.
gooooooooon

@ That’s enough. You may go now.
ooooooooood



@3 We'll let you know how things work out within five days. Send the next applicant

in on your way out. please.
oooooooooooooono oooooooooobooooooad



II . Imparting Information About Oneself
ogooood

1. Supplying Personal Data
oooood

® My name is Xiao Zhiguo.
ooooooooo

@ I'm Wang Liang.
ogoooo

0 My name is Xue Jianping. Xue is the last name:
Jodo0dddooogoooooa

@ I'm 28 years old.
0O 280 O

® I've just celebrated my twentieth birthday.
gooong 200000

® I am almost 18.
Ooo0 18000

@ 1 was born in Dalian in 1964.
19640000000

My birth date is Feb. 14. 1971.
0000000 19710 20 1400

® I was born in Xi’an, Shanxi Province.
godoouoooooao

@ I'm from Beijing.
goooda

@ I’'m a native here.
gooood

@ 1 live at 145. Renmin Road.
000000 14500

@ My present address is 96 , Wenfeng Road, Zhicheng, Hubei Province.



oodooooooooobooonon 9o O
@ I am single.
goooad
® I am married.
goooad
@ There are four of us in my family: father, mother, younger brother and me

oo 400@mMO0mOoOmMmooon

@ I was born into a medium-sized family. There are five of us including me.
goooodooooooouoo sgooo

@ I have a five-year-old son. He's a cute boy.
o000 studdooooood

@9 My mother is a housewife. My father supports the family.
godooooooooooooooooooooo

@ 1 have always been in good health.
gooooooooon

@ I'm religious,and I’m a Christian.
gooooooooo

2. Introducing One’s Ability and Capability
oood

(@ I can speak two foreign languages.
gooooooo

® 1 can speak and write English fluently as shown by the enclosed testimonials.
godddodooooooooooooooooooooooooOon

® 1 can type 60 words per minute and take shorthand at 80 words per minute.

o000 eoUDDOOO0DLDO goO OO

@ 1 think I can manage.
gooooog

® I think I can make myself understood in English without tco much difficulty.
0o00ooooooooooooon

® I also have some knowledge of Japanese and can undertake translations from the

language.
godooooooboooooooa



@ I have been frained in typing . and I’'m sure I can learn to operate a computer
quickly.
0doooo0o0oooooooooOooon

I am able to finish the task on my own.
ooooooooooo

® There’s just a chance I can repair the duplicating machine.
gooooooood

(9 I know how to operate a computer.
goooood

@ I am quite efficient in secretarial work, like typing and taking shorthand.
gddoooooouoooooouoooon

@ 1 know something about higher mathematics.
gooodoooad

@ I know how to gather the information crucial to our decision-making bodies.
goddoddoooooooouooood

@ I might be able to translate this document from Chinese into fluent English.
goddoddoooooooouooood

® It’s not too difficult to get along with different people.
gdoooooooooooao

@® To get used to a new circumstance isn’t too difficult to me.
gododooooooooooao

@ 1 think I have the ability (qualification) necessary to promote products.
gdbdooouoodooouoooooooo

@® I feel able to manage a dapartment store.
gdddoooooooooooo

@9 1 feel capable of increasing sales in that region.
goddddoooooooooooaan

@ 1 have the experience of interpreting at negotiations.
gdoooouooooooad

@ 1 think I have the ability and the experience to organize conferences.
gddoooooooooooood

@ I'd say I was able to do the job well.
gooooooooood

@ I'd say I was capable of performing my duties.



0oo0oooooooooooo
@ I’'m not too bad at sports.
goooooood
@ I'm pretty good at public speaking.
oo0ooooooooo

@ 1 have a chef’s license. Especially,] am expert at Sichuan cuisine.
gooooooooooooooooon

3. Introducing One’s Educational Background
ogoogoao

@ I'm almost straight from a vocational school.
gdoooouooooooood

@ TI've just graduated from a college.
gooooooood

@ Actually I was trained for this sort of job.
gdddoooooooooooo
@ 1 studied in a university for four years.
ogoooooono 4000
(® I've been going to an evening class of English.
ogooooooooooa
® In college,l majored in computer technology and won the top award in the Com-

puter-Aided Design (CAD) Contest once.
gooooooooooooooooooo* oooooooo oooog

@ During my study at university, I attended courses in foreign trade.
00000000 D0DO0o0nDoood
When I was studying at the technical school, I obtained practical training in ad-

vertisement design.
0dooooooooooooooooooa

@ 1 spent four years in a foreign language institute in obtaining a thorough knowl-

edge of the English language.
0000000000 400000000O0000DODOO

@ From 1990 to 1994 .1 studied at Beijing University under the direction of a fa-

mous professor.



0199000 1994 D00 O0OODODOOOOOODODODOOODODOO

@ To be frank, I obtained fairly good results in all the courses I selected, and became
the only person in my grade, who won the top award of scholarship in four years
running.
0000000000000 ooooooooooa
ddddooooooooooa

@ I attended Chongging Foreign Language School in Sichuan from 1985 to 1990. In
July,1990. I passed College Entrance Examination and studied foreign literature
at Shudu University from 1990 to 1994.
0198500 19900 00000000000 OODOO19900 70 OO0
ddddm 99000 19940 0000000000O0O0O0O0O

@3 1 am a senior in the Department of Economics in Xinhua University.
gdddooouooooooood

@ During my undergraduate studies, I specialized in digital systems engineering ,and
got my B.S.degree before I graduated.
do0o0ooo0dddooDooooooooogoooooon

@ 1 passed the Postgraduate Entrance Examination three years ago and will soon get
my M. A.degree in international laws.
juddddooouuooooooouboooooooood

@ I got a degree in business administration and took a course in typing.
Jdddddddddooooooooooo

@ At college,l was always among the top students,and I got straight A’s in all the
subjects.
gdbdddoouooooobooouoooouoooa

@ I took many courses, such as Economics, Finance, Accounting and Marketing. I
also selected English Literature, History and Politics.
oo ouooooooon oo
goooaao

@@ My graduation thesis was on the differences between Chinese and American edu-
cation.
gddddobooouooooooooaada

@ As to honours and awards, I won a prize in a nation-wide computer programming
competition last academic year.
gddddoooboooooooouooooooooobooooooog



@ In university, I took an active part in all kinds of social activities. Actually, I was
chairman of the students’ union for 3 years. That experience gave me a lot of con-
fidence in my ability to see things through. Certainly it will be useful in all my
life.
goootuddddddooooooooooonoooU sgooooooao
goddddooboooooouoouooobo oo ooooooan

4 . Introducing One’s Working Experience
oo0Oogooao

@ I worked as a receptionist for five years at Jinjiang Hotel.

gooobooono sooooooo

@ 1 worked as an office manager at Gold Star Company , in charge of general office
administrations.
gooooboooooooooooboooooboooon

@ I am manager of the marketing department of Hengtong Company Limited,and I
have been working with this company for more than three years.
dododoobooobodooooooooooooooooooo 300d

@ For the past two years I’ve been working for ABC Company.
gooooooboon ApcUOooono

® Actually I've been teaching Western Economics at a university for five years.
ddooooooboooooobooo sggogad

® I have been working as a clerk at the personnel department of Cambell Company
since I graduated from the university.

gogoobooboboobbbboooooooooobn

@ At present I'm employed by a joint-venture company in Shenzhen.
0dooooDdoooooooood

I’ve been employed as a teller in the Chongqing Branch of the Bank of China since

1990.
01990 UOOO0OOOOOOOOOODOOOOOOO

(@ I've been a secretary for Corinth Company in recent years.
dooo0oDoDOooDoDOoooooooooo

@ I was editor of the Morning Star from 1988 to 1994. My job was to plan the lay-

out of the newspaper. But some times I also wrote articles on business and rele-



vant government policies.
0198800 1994 0 000000000 DOOOOODODOOOOODOOOO
00DoDO0D0DOO0OD0DOO0o0DO0ooDoDOOoDooOOoOooDoan

@ Six years ago 1 was employed as a secretary by the International Department of
Xihai Trading Corporation. Specifically, I did typing, filing and taking dictation.
Sometimes | answered phone calls from abroad. My boss was quite satisfied with
my work.
sUU00O0O0O0O0OO0OO0OO0OOOUOOOUOOOOOUOOOOLOUOOOOOUDOOO
gooouooouoobooooobbobbobboooooooa

@@ 1 was specially trained for that sort of job.
gdoooouoooooooa

@ In the last year of my college life, I successfully got a part-time job in a large dep-
artment store.
gdodoouddodboooouooouoooooooooodgo

@ 1 used to work as a shop assistant.
goouooodod

@ It’s true that I've just graduated from college,but I have the experience of work-
ing as a part-time salesman for a joint-venture company.
gdddboooouooddbooouooooobooouoooao

@ I have a little office experience because last summer I had a part-time job at my
uncle’s office. Now I've got quite familiar with office machinery.
oo oobouoooLDuoooo
gddooouooooood

@ 1 have no working experience. But I did have the experience of working as a vol-
unteer interpreter during the International Television Festival last year. I must
say I was quite excellent.
gdooooooouooodooboooobouoobo0 oo oooa
gooooad

(® At college, ] had a lot of chances of contacting the society. I got some part-time
jobs like selling or teaching as a tutor.
gdoodooououooodoobdouobouoobo0 oo ooooa
aad

@ I can’t say I have much working experience. But I remember clearly that when I

was a junior, I successfully guided a few foreign tourists from Guangzhou to



Shanghai during the International Tourism Festival.
godooooobooooooodoooooooooooooboboooo
Jfdddoodooooodooooooooooooobood

@ I've been a secretary for Conrad Company
goooouoooouoooood

@ Then [ did the same job in another company.
odooooboooooooood

@ I’ve got five years’ experience of office work.
OO0 sodoooooooooo

@ I've been in their employment for several years.
oooobooooooo

@ I've given up my job in that firm.
odoooooooooooao

@ I’ve quit working there.
gooooooooon

@ I've vacated my post at the bank.
oooooooooooo

5.Explaining Intentions
oooo

@ 1 plan to apply for this position.
oooooooooooo

@ TI'll see if I can be a member of your staff.
odoooooooobooooooada

® I'm going to say something about my qualifications.
oooobooooooo

@ TU’m planning to take the job.
goooooooan

® 1 intend to show you all the certificates as required.
D0d000ooooooooodgo

® My intention is to help advertise the products of your firm.
D0o0oo0ooooooogo

@ 1 want to know if you have got a vacancy for a secretary.



oooooodoooooogo

I'd Like to know if you need any full-time secretary.
00d0000o0ooooooooodo

@ I'm interested in the post of sales manager you advertised in yesterday’s newspa-
per.
00000000000 DOD0Do0oDDOoDoDoOoDOoog

@0 I saw your advertisement for a public relations officer,and I’ve decided to take it.
Doo0000ooooooooooooooooooooog

@ Your advertisement in the Time magazine is of great interest to me. I’ve made up
my mind to apply for the post of assistant to the general manager.
0000000000000 o00do000oUoooDUoUODOoUOoogo
0od

(@ My idea is to get this good-paying position.
ooo0oDOoDOoDoooooog

@ I'm not going to work the night shift.
oooooooo

@ I’'m thinking of taking this job.
oooooooooodo

® Well, I have little intention of belittling his abilities. It’s just that he’s a difficult
boss to get along with.
00000d00000o0oooooooooooooooao

6. Explaining Motives of Interviews
ooooon

@ I want to quit the present job because I find it not as challenging as I previously
expected.
00000000 dooooDoD0ooOooDOoooooOoaO

® 1It’s not that I don’t like my present job. In fact, I enjoyed some part of it very
much. What really matters is I have already reached the top salary bracket. Be-
sides, there is little chance of my getting promoted. Since your company has just
started business in China, I believe there will be more opportunity for advance-

ment.

ooooooooboooooooooobobooboobooboobobOoDbo



ooooooboooooooobooooooboobooooooboooo
ooooobooooooooooo

@ I've been in the employment of the present company for nearly four years. But
I’m planning to leave it because I don’t think the salary is equal to my work.
0000000000000 4000MO0DMOoOO0O0OOOoOoO0mDboOaag
ooo0oooooDDoDOoooooooa

@ 1 became an employee of the G & S Company soon after my graduation from col-
lege. I've been with this company for more than ten years. Ten years is a quite
long time for any one. I want to join you for a change.

0000000000 ggSOOD0DOO0DOOO0OODOODOODOODO 10000
00000000 bO00ddooDoOo0oooObOO0o00oDoDoOoOooon

® Actually, I like my previous job very much. But the boss made me feel disappoint-
ed because he seemed 1o judge a person not by his abilities but by his social rela-
tions. I simply couldn’t go any further. So I decided to change a job.
JoodooooooDO0o000DO00000oooooDoDoDoOoooOoOoOao
0000000000000 O00DoO0oDoDoDOoUoOoOoO0ooDoOoooO
oooooag

® My present job is dull. What is more, it’s quite unstable. I want to quit it as soon
as possible.
00oD00000ooDoDoO0o0oOooDDO0o00OooDoDoOoOoOoooooOoO

@ I had to leave my last post because I couldn’t stand my superior any longer. He
was officious and always found fault with everything I did. There was no way to
make him pleased.
dooooooooODOO00DO000000O0OoOoooDoODoDOoOoOoOooOOao
doo0o0ooOooooooooOoooOooooooo

I know that the Guangzhou Branch of your bank opened only a few weeks ago.

Your bank enjoys very good reputation,and your business in this area is just star-
ting to grow. Certainly working at your bank will give me more opportunity to
advance. That is why [’ve come for an in terview.
000000000000 0DOo0DoO0oDoDOooooOoooDooOoDoOO
000000000000 o0U0Do0DoDo0OooDOoOoooDoDOoooO
ooooooooo

® Your company is my most favoured choice. I finally choose it out of a dozen joint-

venture companies because I know its history very well. It was set up in Chicago



