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©® Greeting the Interviewer U LU U LU U

1. Good moming! Mr.Evans.
Oo0o0ooooood

2. Good afternoon Mrs.Smith(Miss Jones/Ms.Carter).
OO00MO0DO0mmoooADO00Om

3. Good moming! Sir(Madam).
OO00mooooo 0ol

4. How do you do?
opo@oOooooooo

5. How do you do, Mr.Crane. Very nice to meet you.

Jooooogoouoooogg

6. How do you do? My name is Wu Qinglian.
Jomououooood

7. I'm Li Weixin. It’s my pleasure to meet you.
OJo0oooooooood

8. I'm pleased(happy/delighted) to make your acquaintance.
Oo0ooooon



9. Glad to meet you here.
dooooddod

10. 'm glad to have the opportunity to meet you here.
Oo00ooOooOoODbOOoODOOO

reeting the Applicant
OO0 O

1. Come in! My name is Mike Anderson, the personnel

manager. How do you do?
Dobogouobboo-oddmoboouoman

2. Good afternoon! You are Gao Lan, aren’t you?

Dotimoodoono

3. Hello, Mr.Shen!
O0MIOdOn

4. Nice having you.
Dooboooood

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

6. Come in and sit down
00 MM oOod



7. Come in! Make yourself at home. Smoke if you like.
oooodoogoggod

8. Come in please and have a cup of coffee.
Oo0dddooond

9. Have a seat please. May 1 have your name?

Jooooouoogd

10. Come in! Name and examination number.

Dooooboobouooboogod

aying Good-bye
O O

S

#Saying Good-bye to the Interviewer [ U [ [ [J [

1. Thank you. Good-bye!
Oooooom

2. Thank you, sir.
O000moOod

3. Thank you very much. Good-bye!
Oo0ooooam

4. Thanks a lot, Madam. It's been really nice to know you.
Good-bye!
D000 mMo0dmooooomom



10.

11.

12.

13.

14.

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

ooodooguo

I’'m sorry to have taken up so much of your time. Good-
bye and thank you for all you’ve done for me.
OO0000o00o0od0oDmomoOooooon
ooooano

I look forward to seeing you again soon. Good-bye!

oobooboooooodnm

. Thanks for a nice talk. Good-bye!

DO0mMo0Oo0omoo

I've enjoyed talking with you, toco. I'm grateful for your
time.

Doododoooodboouboboouboooon

Thanks for giving me a chance to meet you here.
OJo0dooooooooonod

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

ool oo oooood

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

Dodobooooooooooooom

Thank you for everything.
Oo0doddodn

I'd appreciate if you could give me a call this week.
Good-bye!



obooodobodoobobobobobobbobm

15. Please call me at this number between nine and eleven

in the moming. Thanks a lot. Good-bye.

Jodobodesunuooooooobnbodd
gooon

€ Saying Good-bye to the Applicant [ U 0 U [ [

1.

Many thanks for your great interest in this job. Good-bye.
Oo0oooobboooooboooooo

It has been pleasant talking with you. I really appreciate
your great interest in our company. Good-bye!
OJ0o0o0o0dobooboooboobooobooooon
Ooooom

Thank you for your cooperation. Good luck to you. Good-
bye.
Oo0oo00doooooooooao

Thank you very much, Miss Li. And you’ll be hearing

from us in the next few days.
OO0000dbooboooboobobooododonotnO

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

bye.
O0odddoboboooooooooooooooo

I will contact you about the ret of the interview soon.

ooodoooouoogn



7. Very pleased to have met you. We’ll let you know the re-
sult within agweek.

Jooddbootdoooubooubooouoon

8. I can’t give you a definite answer today, but we will let
you know as soon as possible. Good-bye.

Dooogoboogubooubbobboodgn
oogoogo

9. We are considering several other applicants. No matter
whether you are hired or not, we will notify you of our fi-
nal decision next week.
OO000b0obOobOobOoooooooooooog
OO000O0O00O0o0oooooooo

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

Dooobobmoobobobgooobommbmo
oog

11. That’s all. You may leave now.

Dooooooooon

12. That’s enough. You may go now.
Odoooodddodn

13. We'll let you know how things work out within five days.

Send the next applicant in on your way out, please.
sidooobobobobotdtddoooooboboogd
Oooodoodao
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upplying Personal Data e P
Uoootd

S

1. My name is Xiao Zhiguo.
Oooooogood

2. My name is Xue Jianping. Xue is the last name.

oogbobogooboogogan

3. I'm 28 years old.
0280 O

4. I've just celebrated my twentieth birthday.
oooo2ouiidn

5. T am almost 18.
000 1840

6. I was bom in Dalian in 1964,
019640 O OO 0O O

7. My birth date is Feb. 14, 1971.
Oooooggio7it-2d 140 0

8. 1 was born in X1’an, Shanxi Province.

Oooooooooo

9. I'm from Beijing.



10.

11.

12.

13.

14,

15.

16.

17.

18.

19.

Oooood

Pm a native here.

Oooogn

I live at 145, Renmin Road.
O00000 1450 O

My present address is 96, Wenteng Road, Zhicheng,

Hubei Province.

Doboooodbooubododboogsn O

[ am single.

googd

I am married.

oood

There are four of us in my family: father, mother, younger
brother and me.
OO0U0O40 000 000 OO0 OO0 0

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

oo ooosgodn

I have a five-year-old son. He’s a cute boy.
Ododosdoodoodond

My mother is a housewife. My father supports the family.
OO00o00o00ooooooooooooooooaa

I have always been in good health.
Odoooooooood



I ________________ AP

1. I can speak two foreign languages.
oooooooo

2. 1 can speak and write English fluently as shown by the en-
closed testimonials.

oot obbotgbobbobogod
oooood

3. I can type 60 words per minute and take shorthand at 80
words per minute.

Jobdbdeol UM OOO0OOOS8OD OO

4. I think I can manage.
oooood

5. 1 think I can make myself understood in English without

too much difficulty.
oooboduoouooooog

6. I also have some knowledge of Japanese and can under-
take translations from the language.
Oo0ooOooooobobooooon

7. 1 have been trained in typing, and I'm sure I can learn to
operate a computer quickly.



Jotbogotubodoubodouoouono

8. 1 am able to finish the task on my own.
Odoooooooood

9. There’s just a chance I can repair the duplicating ma-
chine.

oooooobood

10. I know how to operate a computer.

Joooooo

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

bbb mooboomoogao

12. T know something about higher mathematics.
O0O0Ooooood

13. I know how to gather the information crucial to our deci-
sion-making bodies.
Oo000d0ooooooooooooooo

14. 1 might be able to translate this document from Chinese
into fluent English.

oodboooboobooboobooooug

15. It’s not too difficult to get along with different people.
O00000000oooooo

16. To get used to a new circumstance isn’t too difficult to
me.

ogoboboooggoood



17. 1 think I have the ability (qualiﬁcation)ne&:séary to pro-
mote products.

oottt immyogod

18. I feel able to manage a department store.
OD0O00000bOOoooooood

19. I feel capable of increasing sales in that region.
O00d00000oOooooooooon

20. I have the experience of interpreting at negotiations.

oogbooguooood

21. T think I have the ability and the expenience to organize
conferences.

oodoboodbooooobooood

22. I'd say I was able to do the job well.
Joboooogooooon

23. I'd say I was capable of performing my duties.
O00000oooooooood

24, ’'m not too bad at sports.
Jooooodod

25. I'm pretty good at public speaking.
Oo0o0oooooood

26. I have a chefs license. Especially, I am expert at Si-
chuan cuisine.

Jobooboguooboouoboboooobog



ntroducing the Educational Background

I oooooo

1. Pm almost straight from a vocational school.
dooodbooooooooooo

2. I've just graduated from a college.
oboobooogon

3. Actually I was trained for this sort of job.
OO0O0000O0o0oO0oooooon

4. | studied in a university for four years.
Ooododdd 400 O

5. I’'ve been going to an evening class of English.

Jodooooooogo

6. In college, I majored in computer technology and won the
top award in the Computer-Aided Design (CAD)Conte-
stonce.

D000 muobooomood
Oooormoood

7. During my study at university, I attended courses in foreign
trade.

obuoooooboboooogd



