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You only get one chance to make a first impression so regardless of what
the interviewer says on the phone if you're asked to come in to fill out the pa-
perwork to go with your résumé show up as if you're there for the interview.

Make sure everything you have on is conservative. That means neat
shoes polished if it's at all possible. If they're running shoes make sure they're
low key and conservative and wear dark socks no loud colors. Make sure your
pants are neatly pressed and your shirt is clean.

If you're a woman the same rules apply to you. If you like to wear make-
up that's fine but be sure you don’t use too much. Lipstick is good and so is
light eye makeup just be sure it's well applied and looks conservative. Regard-
less of how fashionable it might be do not use loud colors. There'll be plenty of
time for that after you get the job.
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1. What shall | wear tomorrow? o
@

2.Should | buy a decent hand- @
bag? @

3. How do you like this skirt? @
@

4. How do | look? @
@

5. Don’t you think this skirt is too Q
plain? )
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6. How do | look with this neck-
lace? Q
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Pt 8. Should | wear make-up? )
o
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7. Then what kind of clothes @
should | wear? @

@ 9. What seems to be the most )
important factor in job hun-
ting? @
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Conversation 1

A: What would you think if | part my hair on the side?

B: A little to the left is OK. You should choose a tie to go with your suit.

A: | fear | would tense up during the interview.

B: Come on. Just do your best to sell yourself.

A: What about giving me a practice test?

B: All right. Now straighten your posture.

A: Shoot! | cannot be a graceful lady. | don't want to stop being a tomboy.

B: Gosh! | should warn you to watch what you say.
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Conversation 2

A: | want to buy a set of suit and a fie for a job interview tomorrow.

B: Congratulations. And have you chosen them?

A: Can you give me some suggestions?

B: Of course. Generdlly, in formal situation, boys always wear black suit or dark
blue suit, and also a white shirt.

A: I'd prefer to the black one. And what kind of tie is suitable?

B: It's easy to choose. And what color do you like?

A: | like red very much.

B: Oh, no. Red color is not fit for interview because it indicates powerful. How a-
bout a lighter color one?

A: Okay, it's up to you. | have no idea about it.

B: Well, Il choose this light blue for you.

A: That's perfect. Thank you.

B: You are welcome.
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Conversation 3

A: Here, | just finished ironing your suit. Want me to hang it in the closet for
you?

B: Hey! That looks great. Thanks a lot. Which shirt do you think | should wear?

A: This one. It fits you perfectly, and it's conservative.

B: | was thinking the red one.

A: No, too flashy. This one is perfect for a job interview.

B: Okay, | guess you're right. I'll wear it.

A: That's it.

B: Do these shoes look okay?

A: The shoes are fine. Wish you success!

B: With you support | will.
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Conversation 4

A: Hi, Jack. I'm going to have a job interview next week. Could you give me
some advice?

B: Sure. You need to create a good image in a limited time, usually from  to

minutes.

A: It's always easier to say something than to do it.

B: It's not too difficult fo make a good impression. For example, you should take
care to appear well-groomed and modestly dressed. Avoid the extremes of a
too elaborate or too casual style.

A: But | love wearing T-shirts and jeans.

B: | advise you not to wear too casual a style when going to an inferview. Infor-
mal clothes as well as torn jeans and dirty shoes convey the impression that
you are not serious about the job, or that you may be casual about your
work as you are about your clothes.

A: It's a pity that | cannot afford more expensive clothes.

B: You misunderstood me. Clothes which are too colorful or too expensive sug-
gest that you do not understand what behavior is appropriate for the job, or
that you are snobbish or frivolous.

A: | know what you mean. | ought to wear right clothes at the right time.

B: You got it. Only by doing so can we make the interviewer respect you, and
frust your appreciation.

A: It seems that clothes make the man .

B: It may not be true, but the first and lasting impression of you is determined

by your clothes and behavior.
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Etiquette plays a very important role in a job interview. If the interviewer
gives you the chance to have the interview, it means you have the qualification
and capacity to fit the job. The purpose of the interview is to know more about
every aspects of the interviewee completely. It's a direct way for the interviewer
to communicate with the interviewee. For the interviewee, it is a stage for him to
show his kowledge, intelligence and capacity. Therefore, some basic quality
such as manner, style of conversation, and expression becomes more impor-
tant. If you notice these aspects, it will help you a lot in a job interview.
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1. Can you fell me some eti- o T

quette about the interview? g
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2. What role does the efiquette @ 9

play in a job interview? |
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3. Are there any taboos in a job @
inferview? Y]

4. Is there anything else that |
should pay attention to in an
interview? @
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Conversation 1

A: Hello, John. How was your inferview yesterday?

B: | am sorry to tell you that | have lost the opportunity.

A: Why? You are so excellent. | think you are the most suitable person for the
job.

B: Yes, | know | am excellent, but | pay no attention to the etiquette you've told
me.

A: What? Then what did you do?

B: When | entfered the room, | forgot to close the door. Later, | couldn't help
smoking, you know | am a heavy-smoker. What's more, | forgot to polish my
shoes. There is some dirt on it.

A: You are so careless. You know they are the basic rules you should know be-
fore you attend an interview. Do remember not o smoke any more, other-
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wise, you can't find a job.

B: Yes, | know. And next time | must make good preparations.
A: Good luck next time.
B: Thank you, Jack.
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Conversation 2

A: Good morning, Kate. Long time no see.

B: Good morning, Sandra. Nice to meet you.

A: Kate, | know you've been a stewardess for more than one year. And I'll have
an inferview on stewardess tomorrow. Can you tell me some etiquette about
the inferview?

B: Of course. First you should do up your long hair and do make up but not too
thick.

A: Is there anything else | should pay attention to?

B: Yes, when you attend the inferview, you should pay attention to your man-
ner, style of conversation and your expression. You should keep smiling al-
ways, being polite when you talk with the interviewer. Don't move from time
to time when you sit there. And you also should know how to use eye con-
fact.

A: Thank you, I've learned so much from you.
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Conversation 3

A: As an experienced interviewer, could you tell me what kind of behavior the
interviewer hates most?

B: Rudeness. You are not expected to sit down before being invited, and you
shouldn’t throw yourself into the chair like you're loading heavy baggage.

A: And we should have good sitting posture .

B: That's right. The ideal posture for women is to put their legs together and 15
lean to one side. This is especially important in summer.

A: Where should | put my overcoat and briefcase after entering the office? It is
air-conditioned all the year round.

B: Put it beside you. Don't pile your purse, briefcase and other belongings on
the employer’s desk. You've got long hair, so don’t touch it while talking to
the interviewer. It gives people the feeling that you cannot concentrate on
your work.

A: | think that's the reason why Princess Diana’s hair style became so popular.

B: Also, if you are asked to sit beside the employer’s desk, neither lean on it nor
look at the documents there.

A: | ought to respect other people’s privacy, as most Westerners do.

B: As the saying goes, when in Rome, do as the Romans do.
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