Unit 1

KBS TIE

Looking for Jobs and Working
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ljob Interviews Tk {1l

010

(Mr. Wu’s friend has told him of a job opportunity at the trading company
where ke works. Mr. Wu has come for an interview with the manager

William James. O

W: Good morning0 0000

Jo

W:

Jo

Jo

Good morning! Just sit down, please. 0000000
Thank you 0000

You are Mr. Wu? I’'m William James. 0000000000
Oo.0000

. Yes, nice to meet-you, Mr. James. 00000000000

goooo

Tell me about your education, pleasse. 00000000000

: 1 graduated from Xiamen University two years ago, and I

majored in commerce, with an emphasis on foreign trade. U
Jooboboooboooooobobooobooboogno

Do you think you have a good command of English?
goooooooood

Wo Yes, Ithink so. My English teacher has said that my Eng-



Jo

Jo

lish is quite good. I passed 6 band of callege English Test in
university, and I scored high in a TOEFL test last year. O
dbodo0dodobooooodooboooooboobuoooono
goodooooooooo* o booooooooa

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

company. May I ask why you want to change your job0O O
Jodoodoooboooooobboooooobobobooooon

gbooooooo

: Because the job given to me is not challenging, and the

salary is low. 0000000000000O000DO0O0O .,

What made you choose this company0 0000000000
gboooooaog

: 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. 10 00000000000000000
0000000000000000000000000000
0000000000000000000000000

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

notify you of our decision by next monday. 0000000
doodddodobooboooodoooooooooooooao

W: Thank you, Mr. James. 000000000

(2)

(There’s a vacancy for a female secretary in Mr. Johnson’s company. Chen



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? 000000000
Js How doyoudoO O OO

C: I hear there’s a vacancy for a secretary here and hope that you
will employme. 000000000000000000O

Jo What have you been doing these past few years ooooooo
gooooooooao

C: I'ma 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. 0000000
Jobdo0oobboOoobbooobbooooboooooooooo

gooog

J: Your English is good. But can you use a computer 0 00 00O
goooooooa

C: Yes, Ican. OOOODODOO

J: Then, how much do you want for your salary0 00 0000
ooooao

C: At present I get 1600 yuan per month. You can decide on my
capacity and experience. 0000000 1600 0000000
dodooooooooooooo

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

punctual and hard-working. 00 0000000000000
ooooooao



: Thank you, sir. I’ll not fail to be.

gbooooobooooon

(3)

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

worker in our company 0000000000000000O0
000000000

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

gbooboobooooooooboobooon

: You're welcome. I'm sure you are equal to the job. 0000

gboobooobooooobooo

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

oboobooobooobooooooooooo

: 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 thismonth. 00000000000
goo00o0ooooooo0oooooooooooooooooa

g0ooooooooobob sObOO00oooon

: That’s great. Thank you, Mr. Black. I'll come to work on

time. Bye-bye. 000000000000000000000
000

: Bye-bye 00O



b o000
Useful Expressions
Q I'm... . | have an appointment with the personnel manager
Mr.... for an interview about the advertised clerk at nine

oclock. D0UUOUO0OOOOUOODUOODOUULUDUULODLDOUDO
obooooooooooo

O Which job would you fike to apply forll 00000 O T10 O
O ¥'m interested in a position asa/an. ... 0000000000

© | think I'm right person you want, and my education back-
ground, qualifications and work experience perfectly match
what you are looking for, 000000000 O00O0O0O0O0OO
00000000000000D000000000

U We have very long working hours. Would you be able to
work intheevening 0000000000 O0OOOOOOOOO

‘Reporting for Work # 2] E3F (1A

01)

A: Can 1 helpyoud OOOOGOD

B: Yes, thanks. Would you tell me where the manager’s office
7 0000000000000 0O0O O



: What do vou wish to see him aboutD 000000000
B: I am asked to report tothemanager. 000000000000

: So you are Liu Wei. right? The manager is waiting for you.
Please follow me. 0000000000000 OOOODOOOOO

(2)

: Good morning, Mr. Smith 0000000000

: Morning, Xiao Zhang. Do you have any difficulty finding
myofﬁceDDDDDDDDDDDDDDDDDDD

: Not bad. Shall I begin my job now?
goooooooooooooa

: Wait a minute, please. Here is your job description. Have a
look atit first. DOOD0O0O0O0O0O0OO0OODOOOOOOOO

: All right. Thank you. 000000

4 0 O A48
Useful Expressions
QO Is Mr. Kramer in? | come to report to him.

gboooooooooboobooon

O Very glad to meet you. Mr. kramer. | come to report for
work, 0000000000000 DOO0000O0000

U Welcome 1o our company , Lin Hua. You'll be working in



Customer Service Department. 000000000 OOOOO
ooooooooo

O I'm Wilson. manager of Personnel Division. Very pleased

that you come to work in our company, Mr Wang. oooo
doddoooooboooooooboooooono

nGettinq to Know New Colleagues
ningE=E

010

A: Good morning, Ms. Wang.
goooooo

B: Good morning. I believe Mr. Jones is expecting me.
goooooobobobobooood

A: Yes. Ms. Wang, he is. Please make yourself comfortable and

I'll inform Mr. Jones that you are here. 10000000000
00000000000000000000000O000

B: Thank you. 0000

A: Mr. Jones will be here shortly. He's been expecting you
doddoooooooooaao

Mr. Jones, [ have Ms. Wang with me. She’s ready to start



work. 0000000000 OODOOOODOOOO

Jo Good. She couldn’t have time at better time. Ms. Wang
come in and meet some of the team. (Ms. Wang walks in. O
I’d like you to meet Ms. Wang, my new assistant. Ms

Wang, this is Fred Miller, our marketing director 000
gOoobO0obOooOoOobOOobObooOoOobOoobooboooooa
gobooboobOooboooooboboooooobono.-oo

oobooooooo

M: Pleased to meet you, Ms. Wang. (They shake hands. O I hope
you'll be happy here. 0O0D000D00DO0 0000k,

B: Thank you, Mr. Miller. That’s very kind of you. 0000
oooooooo

J: And this is Anna Vilas, our controller. 00000 -0000
goooood

V: How do you do? (They shake hands. 00 O 1
B: How do you do0 0 OO

J:  And Rod Hilton, our advertising manager. 00 -00000
gbooobooog

H: Good morning, Ms. Wang. Glad to have you with us. * (They
shakehands. 0000000 O0OOO0OCDOODOOOODOOOOO

B: Thank you. I'mglad tobehere. 10 0000000000DOO

Jo  I’ll be training you for this position, so if you have any ques-
tion, I'm the person toask. 000000000000 OOO



oboobooooboooo

B: Sure, [will. OO00OOO0O0O

J: Let’s start a brief tour around the Department. You will be as-
signed to the overseas section. Your desk will be next to
Mr. Zhang’s. He's the Section Chief. Mr. Zhang is very

" strict on appearance and punctuality. Things get rather hectic
around the end of the month. You’ll probably have to work
over-time occasionally. I'm afraid you'll have to ask
Mr. Zhang about your salary. He takes care of that informa-
tion 0000000000 OCOOODODOOODOODOOOODOOO
ooobOoOOobOoOooooOobbOoboboooooobbobooo
gOoo0obOoOOobOOoOoooOoOOoOobOOobObOOoOoooooboooo
gobOdoobObOObOOoOooboboboooooboooobooo

(2)

Secretary Li: Hello, friends. I'd like to introduce a new col-
league to you. His name is Wang Dawei. He will work with
you from todayon. 0 0000000000000 000O0O0OO
goooooooooooooobooo

W: How doyoudod 0 00D

A.B.C.o How do you do? Mr. Wang, welcome.
goooooooooao

W: Thanks. I graduated from a university. This is the first
time I have come to work in the foreign capital enterprise. [



hope you will help me in work. 0000000000000
doodoodoooobobooooooobooooooooo

A: Very glad to work with you Mr. Wang. I'm Jenny, in
charge of the office work. Oh, this is a desk for you,
Mr. Wang. 000000000000000O00O00O00O00OO
goo0oooooooono

Wy Thank you, Miss Janny. 00000000

B&C: Very glad to know you. We will cooperate well in the
work. 000000000 OOOOOOOOOOOOO

W: Thank you. 00O
(3)

A: Hello. Are youanewcomer? 0 . 0000000

B: Yes. This is the first day I come to work. 00000000
gooooo

A: I'm Jack in the manager’s office 000000000000
oo

B: Nice to meet you, Jack: I'm ZhangPing. I work in thg De-
partment of Research and Development. 0000000000
O00ooooooooo

é’ 000 &
Useful Expressions

QO Hi, there, I'm Yang Ming. I'm new around here. I'm work-



ing in Technical Development Department. 0| 000000
0000000000000000

QO Glad to meet you. Ms. Robbins. Guess we'll be working to-
gether. 000000000000 DODOODOOOODOODOO

© Welcome to our office. If there’s anything | can do for you
please letmeknow 000000000000 O00O00DOO0O
0o0ooooo

O Let me intraduce Miss Yang Fang to you. She’ll be working in
our office as of today. 0000000000000 0OO0OOO
0000000000000

nKnowinq How to Do TEfER {11

(1) Form of Address PR

A: Welcome aboard, Mr. Goo Hie M 00000000 MOO00



: Thank you. I’'m delighted to be working here, Mr. Buchwald.
gooooooobooooobbbooooo

A: Call me Buck, will you? My name is Reginald Buchwald but

everybody calls me Buck. It’s easier. 0000000000
oo0o00oooooooo .o00o0o0oboooboooooooooa
ooo

I would hesitate to call you anything but Mr. Buchwald.
Isn’t it rather disrespectful to make a nickname out of the

family name? 0000 0000000000000 0OO0OOO
oooooooooooooon

: Well, everybody in this company all the way up and down
the line is called by his or her first name. It’s been our tradi-

tion ever since the company was small. And don’t worry

about the disrespectful business. OKODOOOOOOOOOO
Jobdo0oobboOoobbooobbooooboooooooooo
gooooooboboooooood

Pllery. 000000

: Good. But when there are outsiders, like business people

from other companies, it might be good practice to address

your higher-ups as Mr.., Ms. or whatever is appropriate
ddobdbodobodddooooo0ooooooooooooaa
dodooooooooooooa

(2) Office Work IMVAETIE

Mr. Wang, I will give you a brief introduction to the office



work. 0000000000000 0O0O0OO0O0OOO

: OK. MissJenny. 00000000

Our office is under the direct leadership of the general manag-
er. The main task is to handle routine business, such as ar-
ranging meetings, meeting visitors, seeing visitors off, as-
signing work, making plans, sorting out the data, collect-
ing information, and so on. All these affairs are very impor-
tant. I'm sure you’ll adapt quickly to the work here 0 OD
Joooodobboooooooooobbooobooooon
Joooodobboooooooooobbooobooooon
Joobooooboooooboooooboooono

W: lhopeso 000000

Mr. Wang, do you have anything to say about your work?
gooobooooooooobooooood

: No. By the way, Miss Jenny, would you please tell me
~ what is the specific work tome 0000000000000
godoooooooooa

Sorry, I can’t tell you now. After you are familiar with all
these jobs, we will discuss the problem. 000000000
gdobooooobooooobboooobooooooo

W: That's OK. 0O

Mr. Wang, if you have something to say about your work
while working, please come out. The people here are very
enthusiasticc. 10 0000000000000000000O0O
dodooooooooooad



W: All right. Thank you. 0000000
(3) Job Description T-{Ei%8H
A: Hi, I'm a newcomer, my name is WangFang. 000000
oooooogoo
B: Glad to meet you, Miss Wang. I'm ChenYan. ooooo

A:

gbooobooobooo

Miss Chen, would you please tell me something about your
job[l[l[l[lDDDDDDDDDDDDDDDDDD

: Yes, I'd be glad to. D0 DO0DODO

A: What does your job description say?

gboobooobooogann

: As an assistant to the director, my job requires that | prepare

all incoming and outgoing overseas letters, take care of all the

contract agreements and keep all the filesinorder. 00000
Jo0dobooooobooobooboooooboobooo

gooog

A: Do you take care of office suppliess0 000000000

: No. One of the monthly duties of the office secretary is to

take inventory of office supplies and place orders for those
items in low supply. 010 00000000000000000
Joooooooboboboooooooono

: How do you keep all the files in order00 00000000



ooao

Let me show you how our filing system works. Outgoing and
incoming correspondence is kept in this file, invoices and re-
ceipts in this one, and product information, reports and busi-

ness documents in thisone. 1000000000000 O00O0O
Ooo00o0o0oooooooooooooooooooooooo

gobooooboooobooooobooobooooo

: Do you have index for all the files 00000000 OO0OO

Yes. All the files are arranged alphabetically. If you can’t find

what you are looking for, you can check the index. D OO0
go0o00oboO0dooboooooooobboobobooboooono

gooo

: Computers are commonplace for companies involving in inter-

national trade and communciation, and computer is very effi-

cient in handling filesanddata. 0000000000000 O
Jooboboooboooooobobooobooboogno

: Yes, you see. We have installed computers in every office for

word processing and for database. 0000000000000
dodooodooooooooooooa

: Thank you very much, Miss Chen. 00000000

(4) Office Regulations Jp2Y K%

Is there anything else I should know before starting to work
here, Miles? Like office regulations0 000000000000



gobooooobooooobooooon

B: You'll get a copy of the manager’s manual from our office
manager, but LAP is pretty strict about tardiness, clean desks

and prompt reports. 0000000000000 O00O00OOO
0 rapO00C000C0CO0O0O0O0OCDOOOOODOOOOODOOOOO

A: Pardon me, but what’'s LAPOOODDOOOO LAP?

B: That’'s who, not what. Lawrence A. Pratt, Vice President
General Manager in Shanghai. He goes on a neatness tour of
the offices once a month to inspect all the desks. But don’t

worry, you'll be warned before he goes on his pilgrimage.
doddoddoooooUoo .obobo0ooboooobooooo
Oo00o0o0ooooooooooooooooooooooon
ooooooooooa

A: Thank you, Miles. 1000000

B: Oh, here’s your program for the week. You’ll spend most of
this week talking to different line managers and staff execu-
tives, learning about their different functions in the organiza-
tion. Today you’ll be having lunch with our labor relations

specialist. 10 0000000000000 D0O0O0O0OOOOOO
gooodoobooooobobooooboooooooobooooonn
gbooooooboobobooooobobo

A: Great! I'm impressed with your thoroughness. 000 000
ooooooooooao

,é’ 000 &
Useful Expressions

O What should | call you and others0 D DO O0D0OO0O0OOODOO



