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Job Interviews |

Mr. Wu’s friend has told him of a job opportunity at the trading company

where he works. Mr. Wu has come for an interview with the manager

William James .
W Good morning
] Good morning Just sit down please.
W Thank you
] Youare Mr. Wu [I'm William James.
W  Yes nice to meet you Mr. James.
J Tell me about your education please.
W I graduated from Xiamen University two years ago and I
majored in commerce with an emphasis on foreign trade.
J Do you think you have a good command of English
W Yes I think so. My English teacher has said that my Eng-



Unit 1

lish is quite good. I passed 6 band of college English Test in
university and I scored high in a TOEFL test last year.

I see from your material that you are working for a trading

company. May I ask why you want to change your job

W Because the job given to me is not challenging and the

salary is low.

What made you choose this company

W A friend of mine works here and he told me about your
company so I become interested. And I think working in

this company would provide me with more opportunities to

use my knowledge.

I see. It’s been pleasant talking with you Mr. Wu. We'll

notify you of our decision by next monday.

W  Thank you Mr. James.

There’s a vacancy for a female secretary in Mr . Johnson'’s company. Chen
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Hong  an experienced clerk is interested in this job. She goes to Johnson's

office for an interview.

C

@

@

How do you do  Mr. Johnson
How do you do

I hear there’s a vacancy for a secretary here and hope that you

will employ me.

What have you been doing these past few years

I'm a clerk but I've also had some experience as a secretary
including answering routine correspendence taking phone

calling and dealing with business for the boss.

Your English is good. But can you use a computer

Yes I can.

Then how much do you want for your salary

At present I get 1600 yuan per month. You can decide on my

capacity and experience. 1600

Well then I will put you on trial for a month. You must be

punctual and hard-working.
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Thank you sir. I’ll not fail to be.

Congratulations Mr. Tang. We decide to employ you as a

worker in our company.

Thank you Mr. Black. That’s really good news for me.

You're welcome. I'm sure you are equal to the job.

Yes I'll work hard and you will be satisfied with my work.

Oh Mr. Tang these materials are about the regulations and
points for attention you can read them. I hope you can
adapt to the job as quickly as possible. By the way you can

come to work on 15th of this month.

15

That’s great. Thank you Mr. Black. I'll come to work on
time. Bye-bye.

Bye-bye.
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Useful Expressions
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I'm... | have an appointment with the personnel manager
Mr.... for an interview about the advertised clerk at nine
o’clock.

Which job would you like to apply for

I’m interested in a position as a an. . ..

| think I'm right person you want and my education back-
ground qualifications and work experience perfectly match
what you are looking for.

O We have very long working hours. Would you be able to
work in the evening
Reporting for Work |

A Can I help you

Yes thanks. Would you tell me where the manager’s office

1S
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A What do you wish to see him about
B I am asked to report to the manager.

A So you are Liu Wei right The manager is waiting for you.

Please follow me.

A Good morning Mr. Smith.

Morning Xiao Zhang. Do you have any difficulty finding

my office

A Not bad. Shall I begin my job now

B Wait a minute please. Here is your job description. Have a

look at it first.

A All right. Thank you.
%’ 8 % HE
Useful Expressions
O Is Mr. Kramer in | come to report to him.
O Very glad to meet you Mr. kramer. | come to report for

work.

O Welcome to our company Lin Hua. You'll be working in




