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Unit Goals

1. Talking about your education, working experiences and hobbies

2. Describing your qualifications
3. Asking for and giving information about job interview
4. Understanding job advertisements and requirements
5. Learning to write an application letter and resume
Section One Open Your Mouth
Lead-in

After you have studied three or four years at the college or university, you will
go forward to the society to find a suitable job, which you might have been
dreaming about for many years. You should prepare a lot of things before entering
the job market. If you are familiar with the job-hunting process very well
beforehand, you will achieve the unexpected results successfully in a short time.
First of all, you should prepare your personal information, including your
educational background, special skills, working experiences, hobby and interests,
etc. for the job interview.

Warm-up Questions

Before you can achieve your goal of securing a dreamed job, you should first
prepare thoroughly for the job interview.

Typical questions you should prepare for are:

¢ What is the most common way for people to know a job position?

¢ What do you think is the most important step for job application?

& Give me a brief self-introduction.

¢ What job are you applying for?
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What do you know about our company?

Why should we hire you?

What would you do if we do not offer you this job?
Do you like working alone or as a part of a team?

4
4
4
4
¢ What is your expected salary?
4

Do you have any questions for me?

Conversation A Having an Interview on the Telephone

In this part, we are going to learn the ways to make an appointment for a

successful interview on the phone.

Receptionist: Hello, IT Corporation. Can | help you?

Michael: Hello, May | speak to Mr. Li Ming, Director of Personnel Department
of your company?

Receptionist: One moment, please. I'll put you through.

Mr. Li: Hello. This is Li Ming speaking.

Michael: Good morning, Mr. Li. I'm Michael. I'm calling to confirm that you
have received my application form and my resume.

Mr. Li: Good morning, Michael. We have received your application and
resume in answer to our advertisement. Would you mind if | ask

you some questions now?

Michael: Never mind, please do.
Mr. Li: What job do you enjoy most?
Michael: | like the job that is challenging and can offer more chances for my

further development and promotion. That's why | apply for this

position.
Mr. Li: Good. Do you think you are qualified for
this job?
Michael: Yes, | think so.
Mr. Li: Why?
Michael: My major is electronic technology and | have grasped the basic

theory and have worked as a part-time worker in this field in some
famous companies in my free time, so | am convinced | am the right
person for you.

Mr. Li: Pretty good. You are very confident in yourself. Could you tell me



Michael:

Mr. Li:

Michael:

Mr. Li:

Michael:

Mr. Li:

Michael:

Mr. Li:

Michael:
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why you choose our company?

use what | have learned in college. And I'll be able to develop my
abilities here if | am given the opportunity.

Employees in the company must have a good command of English.
Tell me about your ability in speaking and understanding English.

| began to learn English when | was in middle school. | have passed
College English Test Band 4 and 6. Besides, | won the second place
in my school’s English Speech Contest.| am sure that my spoken
English is good enough to express myself fluently.

Do you have other special skills ?

| think | have the ability to organize, coordinate, and supervise
different kinds of work. Mr. Li, | really want to set up an interview
with you as soon as possible.

Uh,...How about Monday morning, nine o'clock? Is that right for
you?

Sure, | will be there on time. Thank you very much.

Right, talk to you later, good-bye.

Good-bye. I'm looking forward to meeting you.

2 Language Focus

1.
2.

3.

4.

one moment, please. 5%,

put...through #2 HL1%

I’'m very sorry to have kept you waiting. I will put you through to Ms.Wang.
AER AL AL T o RIS ROE £ L L.

This is.... TA......

FHSEEAT AR ] this 27 A 07, M that 3T RIS —Jr . filln:
This is Mary speaking. AW . CAA I'm Mary.)

Is that Mr. Li speaking? #2256 ? (A Are you Mr. Li ?)

Who is that speaking? /2= #E?  CAH Who are you?)

This is me (speaking). &K

I’m calling to confirm... F&FT HIHZARRHIA ==+ Bt

I’m calling to confirm our dinner appointment this weekend.

AT TR AR A FAJRIA T R L 2.

I’m calling to make sure whether the opening you advertised in the paper has been

| think working in your company would give me a better chance to *
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filled yet. BT HITARAIIA— MRAIESRIC AR IRALE S AH AN T .
5. be qualified for... 7=~ %% AT  filn:
There can be no doubt that she is qualified for this job.
ZEICRE I i RE AT I LA
I applicated for this position simply because my educational background and
professional experience make me qualified for the job. B RNIEZEF AR AE

I=N=R

S TARLI A TR ATy TAE.

6. have a good command of... FEif-++
I have a good command of operating computer. FA5 B THE MR .
He has an impressive command of the details. X541 A T fi#

Conversation B Having a Job Interview Face to Face

In this part, suppose you are going to have an interview in a company. Try to

follow Michael to make a successful interview.

Michael:

Manager:

Michael:

Manager:

Michael:
Manger:
Michael:

Manager:

Michael:

Manager:

Michael:

Manager:

Michael:

Manager:

Michael:

Good morning, my name is Michael. | am applying for the position of
computer programmer in your company. | am here for an interview as
requested.

Sit down, please.

Thank you.

Which college are you attending?

| am attending Beijing Polytechnic.

When will you graduate from that college? The Interviewer is not looking for
personal information, each question
ThlS com | ng Ju Iy relates to your professional expertise

What is your major?

My major is multi-media technology.

How have you been getting along with your studies so far?

| have been doing quite well at college. According to the academic
records I've achieved so far, | am confident that | will get my college
diploma this coming July.

How about your academic records at college?

They are all above average.

Did you get any honors and awards at college?

Yes, | was awarded a scholarship from the college every year. In 2011, |

participated in the National Contest of Maths Model and | won the



Manager:

Michael:

Manager:

Michael:

Manager:

Michael:

Manager:

Michael:

Manager:

Michael:

Manager:

Michael:

Manager:

Manager:

Michael:
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Contest and was awarded the first place.

Which brand have you passed in College English Test?

| have passed Band Six in College English Test.

What kind of character do you think you have?

Generally speaking, | am an open-minded person.

What are your strongest points?

Cheerfulness and friendliness.

How would your friends or colleagues describe you ?

They say Michael is a friendly, sensitive, caring and determined person.
Do you have any special interests except your job?

My chief interests are swimming and mountain-climbing with my
friends.

What starting salary would you expect here?

Since the job will be my first job and | don’t have much experience, I'd
require a starting salary of 2500 yuan a month.

It's time to close our talk. Do you have any questions you would like to
ask me?

What are the main objectives and responsibilities of the position?

Well, that’s all for the interview. We shall inform you as soon as we
have made our decision.
Thank you for interviewing me. | am available at any time. | will look

forward to hearing from you.

é& Key Words and Expressions

attend

[S'tend] V. 7/‘573& ﬁﬁ%i II:EI}#J‘_‘; Rﬁjﬁﬁi TF}E

I=N=R

background [baekgraund] n. &=
Polytechnic [poli'teknik] n. HE T K2, TR

major

[meidze] n. Ef& vi Ff&

course [ko:s] n. HFE
degree [di'gri] n. “Z{7
promotion [prau'maufen] n. %, Pk, {2, $#RFF, T

opportunity for promotion HFHHLZ

prize. In June of 2010, | took part in Beijing College English Speech /;/‘f

\&4



W9 L AR

position [pa'zifen] n. fi'E, AL, JEFH, i, HAL

apply for HIig

professional [pre'fefonl] adj. Lk, BRI n ABBMEE, LG
position desired/ wanted 75 SEERA

job/employment objective  L{f H x

commissary [komiseri] n. Zhi, %

Students'Union 247E4:

president [prezident] n. FEJF, &K

academic [aeke'demik] adj. ZMLfF), “EBLHT

academic records 2% >] il %t

reward [ri'wo:d] n. HJih, R, EHE, 5

scholarship ['skolafip] n. ¥2224:

average ['eeverids] adj. K, BEEE, —H

command [ke'ma:nd] n. ¥R, EHEEN

according to 1R, %M

be confident that X«--- HIfE0

practical ['preektikl] adj. SEPRif), SEHIM, SCERAD, R, AEBREE
College English Test—Brand Four K247 PY 25 % ik

College English Test—Band Six K2~ HiE /N2 #18

PRETCO : Practical English Test for Colleges 4= [ =y i1 5% 5 FH S5 iR

Language Focus

1. I’m here for an interview as requested. F/& N 23R LHIRL -
2. TI’ve come to apply for the position as an office clerk.
TR ARSI P 22 30— IR o
3. graduate from... HebFeeee 224G
She will graduate from Peking University in July this year.
Wk T4 EEE A Hlk TAE UK
4. major £l
My major is Business English. 1% Mk & i 49815
I major in Business English.
5. How about your academic records at college? R K24 2% > i G dn ] ?
6. That’s all for... === gl T,
That’s all for our class. 4~ R[FUH F2IX )L,
That’s all for Lesson 2. 5 iUt FEIIXH,



Data Bank

Unit 1

Words for Personality (F2Z&14#&H93R50)

able HA T, HETH
active F3NI1), FHEKH
adaptable & M5
considerate AN
dependable TJ3E[)
earnest AL
faithful ~7 {51, BN
generous %K E )
industrious H &y
motivated H [FIIHAT
punctual JE5FRZI
reliable W] {511
sensible B FI=FER[1)
smart Fii 1

tireless HAAHEN

aggressive A HEILLM T
ambitious A Lo
capable HRESIHI, A A REM
cooperative G /EREHT
disciplined ~F£2 4
energetic % JJ 7N
frank FELF[1), FKH
hard-working #1751
intelligent FEfE 75811
open-minded FE/LrH
qualified &H%[1
responsible 7157
selfless JCAAM

strict &1

easygoing “I* 71 N

Words for Education (XF# &aYi7C)

Associate Diploma
KEUEH

professional qualification
HRND % A

curriculum 7%
specialized courses
BITRE

social practice #E&5E
vacation jobs ] T4F

physical activities
WH L)
scholarship #%244>

excellent leader

T8

university
R

master’s degree
TS 1A

major F1&

courses taken/ completed

part-time jobs M4 T{E
summer jobs ] T 1f

recreational activities
USRI B))
students’union “F44s

excellent League member

PLF5 1 5

Getting Ready for a Job Interview

careful Jp{F4H 11
confident H1{5 /L]

conscientious TAEHI, HHH

creative ‘& A& JI1
efficient HRERN
expressive i TKIA
friendly A4FI1
hospitable EXEh
modest HEREIT
precise — A
reasonable B
self-conscious [ %M1
sincere ELU [T
strong-willed 7= X501
independent Jh37[1]

college

b

bachelor’s degree
R VA

minor 415

special training
SRINIEAS

full-time jobs 4=H T 1F
extracurricular activities
BRANTE)

social activities

F2iE5)

model student =24

academic year “#4F

\®)
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O\

AN
& \\: semester ¥ (35) term 2] (5%) pass ¥
\1 fail ARk marks 7% grades M3
scores 74 monitor JEK: vice-monitor | B
~ e commissary in charge of | commissary in charge of | commissary in charge of
\ studies 7 entertainment JIRZE 7 sports KEHZE 0
— commissary in charge of | Party branch secretary League branch secretary

@° physical labor 57525 WSHER I H1=Z B A5d
commissary in charge of | commissary in charge of | undergraduate

publicity FALZ: i organization Z1ZAZ: KA A

Expressions on Telephone

& Asking for the right person T AENIE

s, JATURL. e/ ks 2

1. Hello, may I speak to Mr...?

2. Hello, could I speak to Mrs...?

3. Hello, I’d like to speak to Mr...

4. Iwant to speak to Mr. ..., please

5. Hello, Is (Andrew) in ?  #47, &1 (Andrew) #E05?
& Asking for Identification I’BJ ] Xt 5 5 4>

i I SRR Ay 2

1. Who is calling (,please)?

2. Who is speaking (,please)?

3. Whois that (,please)?

4. May I ask who is calling?

& Identifying Yourself iR G M

Wang Ming, please. $& W, .

Wang Ming is here. & T,

&  Asking the Caller to Leave a Message &1 HiEHH S
PR 52l 2
1. Any message for him?

1. This is Mr... calling.
2. This is Ms... speaking.
3. Thisis Mr....

4. It’s me.

5.

6.

* 2. Do you want to leave a word for him?
3. Can I take a message for him?
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4. Would you like to leave a message?
¢  Telling the Person on the other End to Hold on #51F%1 5 FlE4k
1. Hold on one moment, please. 155 — N
2. Hold on, please. 18567 H:H i
3. Hold this line, please. ifH%— F .
4. Justa second, please. /Just a moment, please. &% o
¢ Ending a Conversation by the Caller ¥T H{53 454514
1. Well, it’s been nice talking to you. M, ERIRIEIR MR,
2. Thanks for your time. Yl #4637 I A] T,
3. Tappreciate your help. FEBHE ).
4. T’vereally enjoyed talking to you. BRMS1 UG AEH Mk,
¢ Ending a Conversation by the Person Being Called
1. Well, thanks for calling. 54T HL 1 K .
2. It was really good to hear from you. FFI#&EHHLIE 2 RIG T .
3. Give me a call if you have any questions.
B SR AT AT ) A 45 TR AT HL AR
4. Let me know if I can be of any help.
WAL AHT LRI, B r.

Talk Show

1. Suppose you are going to graduate this coming July. You are expected to

have a talk with the director of the HR, Mr. Andrew, on the phone for a job
interview. According to the clue, try to make a conversation with your partner, and
then change your roles.

2. Jack Zhang, one of your former colleagues, wants to apply for the sales
manager of IT Company. He is having an interview with the general manager of
the HR in the conference room. According to the clue, try to make a dialogue with

your partner on how to make a successful interview, and then change your roles.

Section Two Sharpen Your Eyes

Lead-in

You have already prepared your personal detailed information for the interview
very well. And then you should know what to prepare for having a job interview
with interviewers face to face, which is the last but key step for you to be accepted
or not by the company.




10

W9 L AR

Warm-up questions

1. When you are having a job interview, what you should pay attention to?
2. How can you leave a good first impression on the interviewer?
3. After interviewing, what should you do?

How to Behave in an Interview

In order to make a good impression during a job interview, you need to
prepare yourself for it first. Find out all you can about the job you are applying for
and the organization you hope to work for so that you are not speechless when
they invite your answers.

Make sure you know where and when you have to report for the interview.
You must arrive in plenty of time for the interview, so that you give yourself a
little time to relax before the interview begins.

The impression you make as you walk into the room is very important.
Before the interview, try to find out if the company or organization has rules
about the dress. Then try to dress properly according to their regulations. Dress
should be clean, neat and professional.

You also need to plan what you are going to say. In some interviews, you will
have to do a lot of talking, and in others you will only have to answer a few
questions about your education and working experience. You need to have
answers already about yourself, your schoolwork, your strong points, your
reasons for applying for the job, and the salary you expect. During the interview,
you should express yourself confidently and naturally, speaking slowly and
clearly, and looking at the interviewer squarely in the face. Think about it
carefully before you answer any questions, but do not talk too much.

You will also be allowed to ask some questions of your own. The questions
you ask will show the interviewer that you have given careful thought to the
position. Make sure that holidays and pay are not the first things you ask about. You
can ask questions like these: What duties will | have to do in the job? Does the
company provide health insurance? Does the company provide opportunities for
further education? If all your questions have been answered during the interview,
reply“In fact, | did have several questions, but you have already answered them all

If you can't understand, ask, “Would you mind repeating the question,
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please?”The question will be repeated in different words.

If you are not definitely accepted or turned down on the spot, ask ,"When

may | expect to know the final results of interview?”

If you do receive a letter offering you the job, you must reply by letter as
soon as possible.

At last, when the interview ends, you should thank the interviewer for

his/her time, help or information.

2 Key words and Expressions

behave [bi'heiv] v. %3, KI

speechless ['spi:tflis] adj. LG Ui, MEEIEH
regulation [regju'leifen] n. LN, KiF

strong points n. 5, KAk

apply for v. HiiE, ik

insurance [in'furens] n. &, RN

interviewer [intevju:e] n. EFMIRE, SWE, MRE
interviewee [intavju:'ii] n. BEEEILE, WCRUGE, WUiNE
duty [djuti] n. 3¢, BT, OCBL W%, X5
further education #:1&

turn down 4

on the spot %437, MY

2 Language Focus

1. Find out all you can about the job you are applying for and the organization you

hope to work for ...

IHA) ™ you are applying for J& & WM A), 1EMSEAT 1 the job, EEJERMNIEM T
k5 [FIFE you hope to work for /& & 15 A1), EMi5EAT 1A the organization, & & IRAH

TAERIBUR . AW B4,
2. The impression you make as you walk into the room is very important.
as, ¥E, 04T when, BN “1EY----e S i S ” b fJ 9 as you walk into
the room [ L 2 AR AERE B3 1) F) IR A%
#l1: 1saw her as she was getting off the bus.
IE MR AR, FgtE W T .

As time goes by, our friendship is more valuable.

=
|
-

\°)
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BEA I ) (HEERS , FRATZ 1] AR A3 S NS Bt
3. During the interview, you should express yourself confidently and naturally,
speaking slowly and clearly, and looking at the interviewer squarely in the face.
AP speaking slowly and clearly, looking at ... & BLAE 431 VEIRE,
#ll1: The students walked out of the classroom, talking and laughing.
A2 I s, S K
Seeing the professor, the students smiled and said good morning to him.
FHEATE N T 8%, WO bR R B .
4. You will also be allowed to ask some questions of your own.
be allowed to  #% L VT4 -----
#14: You are not allowed to smoke here. JEARZE 1A .
The children under 3 years are allowed to enter the room without ticket.
=X LRI T RN
5. ...I1did have several questions...
sergrh did Foamif, POl .
#t: 1did finish my task yesterday. FFERFIHHITE T R TS
Do be careful! T /7 E/N I !

Follow-up Exercises

I. Decide each of the following statements is true or false.

1. Before you go to an interview, you should try to find out as much
information as possible about the job and the organization you apply for.

2. Generally, interviewers don’t mind girls wearing low-cut dresses with
miniskirts.

3. In order not to be late or get to the wrong place, you’d better get into the
office in person before the interview.

4. During an interview you must answer all the questions quickly. So you can’t
think before you answer.

5. You should ask about the results of the interview when nobody tells you

whether you are accepted or not.

II. Read and Translate

Tips for Interview

You are expecting to have an interview for that job you have been dreaming of
for years. Here are some interview tips that can help you begin your career on the
right foot.
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1. Do plenty of research on the company to show your knowledge and abilities
before the interview. This will help boost your credibility, show your sincere
interest in the position, and formulate questions you may want to ask the
interviewer.

2. Plan the route. Map out the location and any alternate routes that may be
helpful. Figure out how long the drive or commute will be, parking options, and any
other factors that may cause you to be late. Also, have the name and telephone
number of the interviewer in case an unforeseen delay comes up.

3. Rehearse some common questions in the mirror or with a friend who can
give you feedback.

What are your strengths?

What are your weaknesses?

Why do you want to work with our company?

Tell me about yourself.

4. Bring any paperwork that may be necessary. Always have your resume with
you even if you have already submitted a copy online. Other documentation that
may be helpful is your driver’s license, social security card, and a portfolio of your
work, if applicable.

5. Dress for success. Your dress should be clean, pressed, and professional.
Double check your finger nails to ensure they are clean and manicured as the
interviewer will see them if you are passing papers or signing documents.

6. Make every effort to arrive at least 15 minutes before the interview starts.
This will give you time to visit the restroom to check your appearance, turn off your
cell phone. Even more importantly, it will give you a moment to take a few deep
breathes so you can walk in there calmly.

7. Come up with a few questions to ask the interviewer. At the end of the
interview, you are likely to be asked if you have any questions. Usually, people are
so concerned with what is going to be asked and they forget that they are allowed
and encouraged to ask questions themselves. This will prove that you did research
and hope to develop in the industry.

8. One of the most important interview tips that is often overlooked is to get
plenty of sleep the night before. Anyone does not want it to appear as though you
were up all night either partying or stressing. The interviewer wants to know that
you can handle your responsibility.

7 N
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QA
\\ Data Bank

Accountant
SR, 2
Architect

I

Cashier

a5

Civil Engineer
AT
Electrical Engineer
SRR
Financial Controller
WA 55 S A
Marketing Executive
s A
Marketing Officer
WP A E AL
Plant Manager
K

Quiality Controller
dn A 57 OFCERAG 7T 53D
Sales Executive
AL
Salesman

HEH A

Skilled Worker
IR T
Supervisor

T

Operator

A 5

The Titles of Common Positions ‘& T3 B0 & F}

Administrator
ITHEE
Assistant Manager
2B

Chief Accountant
BTN

Clerk

P NG GLD)
Executive Director
ITEGEH

General Manager
M

Manager

2B

Mechanical Engineer
HUBC LRI
Office Assistant
BRI (pd5D
Receptionist
et (7D
Sales Manager
HELA
Secretary

PbA5
Stenographer
il A

Surveyor

&

Translator

I 5

Administration Assistant
AT

Business Manager

b 552 2

Chief Engineer

o TRENT

Director

s

Executive Secretary

T B

Junior Clerk

RIS (RGP
Marketing Manager
DiR7hiEas
Messenger

B2z (g D
Practice Nurse
W9+t

Sales Engineer

By AR

Sales Representative
B A

Senior Clerk
RO CRgiR i)
Sub-Manager
Rl 3

Technician

S ZNA

Typist

155
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Section Three Try Your Hands

1. Job Advertisements

Lead-in

Job Advertisements

Before looking for a job, reading job
advertisements can help you understand a job
description of the relevant company and set the
stage for a successful interview presentation.
Read the following two job advertisements and

try to find out what qualifications they would
require.

Sample 1

Salespersons needed

Our hotel is now recruiting part-time salespersons. Applicants should
own the following conditions.

(1) Age between 18 and 35

(2) Having an active attitude towards work

(3) At least having a college diploma

(4) Being willing to endure hardship

(5) Being outgoing, cooperative

(6) Having related working experience

(7) Computer skills are essential especially PowerPoint and Excel.

For more information, please contact Mr. Wang at 010-12345566 or visit

www. Jacky@GTT.Company

\\

[ &



s o

&
(D

16

W9 L AR

\ \, Sample 2

Project Management Assistant Wanted

Responsibility:

—Provide services for the project in Shanghai.

—Provide assistance to the project manager for everyday work.

—Be responsible for file management, customer service for students and
parents.

—Also investigate and recommend improvements to the project.

Requirements:

—Good English and computer skills.

—Patient, careful, responsible.

—Has strong team work spirit.

— A Master Degree is desired.

—Working experience in foreign company would be an advantage.

— Effective communications would be preferable.

Please send application letter and resume to:
Peter Chen
Human Resources manager

GTT Company

No 11. Jiuxiangiao Road, Chaoyang District, Beijing City,100015,China

2. Application Letter

Lead-in

A letter of application typically provides detailed information on why you are
qualified for the job you are applying

for. Effective application letters FREPSF MW iE—H 54 K
explain the reasons for your interest At AR Y 23 AE B %é 7i£\ E ?Z
in the specific organization and 2 ;7‘3 ?g i Eg ﬁ% ?; # 2 ;;L %;
identify your most relevant skills or B g A 4R K ?ﬂ EH 5

HEAARFERTRFE

experiences.
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Your application letter should let the employer know what position you are
applying for, why the employer should select you for an interview, and how you

will follow-up.

When writing an application letter you should include:

& First Paragraph: Why you are writing - mention the job you are applying
for and where you found the listing. —— K IR ¥ 7] 225 B R U5

¢ Middle Paragraph(s): What you have to offer the employer - mention why
your skills and experience are a good fit for the job. FFE IS A () B g
TARL IS

& Last Paragraph: Say thank you to the interviewers for considering you and
hope an interview with them at any time P T AT B I AR A T

Sample one

Apt. 603, Huamei building
No.9 Xingfu Road, Dongcheng District,
Shenzhen ,500000
P.R. China
July 25,2012
Human Resources Department
Xinchao Trading Co Ltd.
No.5 Changjiang Road, Jiangdong District
Shenzhen, 500000

Dear Sir or Madam,

| am writing to apply for the position of a male engineer that you
advertised in the July 20 issue of Southern Weekly. | would like to ask whether
the opening you advertised in the paper has been filled yet. | am sure that you
will find me qualified.

I am 22 years old, outgoing, hard-working and cooperative. | will graduate
from Beijing Polytechnic this July, specializing in e-commerce. During my
education, | not only studied hard all my courses with excellent academic
results, but also participated in many kinds of activities both on campus and

outside to enrich my learning and practical experience. You may find these in

my enclosed resume.

17



18

W9 L AR

Now | am looking for a job. The job your company offered is exactly the one
that | am looking for. | can make the best use of the professional knowledge and
experience that | have learned in the college. | believe that | am qualified for
it. | would be very happy to work under your supervision if it is possible.

Thank you very much for your kind consideration. If there is any additional
information you require, please contact me at any time at 010-12324556. | am
looking forward to meeting you for a personal interview at your earliest
convenience.

Respectfully yours,
Michael

2 Language Focus

1. Iwouldliketo ... FeAt---e-

I'would like to apply for the position you advertised in the newspaper yesterday.
FRAT P ARATIWE R S A AR AR R A
2. reputation %45
This restaurant has a good reputation. X X #1H 4 5 A
3. specializein £, Ff&
His brother specialized in accounting at college.
AR EFRER 2N E 2 vl
4. enclose -+ AfFHE, HIA
I enclose a cheque form $50 (with this letter).
o () ME%F 9K 50 KITHIS SR .
5. supervision T4, R,
This work was done under my supervision.

RRITAFFEAE TR R SR o

Sample Two

Room 602,Building 5, Kongjiang Road,
Yangpu District,
Shanghai, 200093
Feb.1st,2012
Ms.Wang Fang
Personnel Department

The Great Wall Computer Center
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Dear Ms. Wang,

| am currently a network engineer employed in a business network
company. After having read the job advertisement published by your
company yesterday, I'm willing to apply for the job of Network Engineer and
hope to become one of your members.

| graduated from the Computer Department of Tsinghua University with a
master degree in 2008. I've been working as the Manager of the Network
Support Department of IT Company, mainly responsible for the network
structural design, the evaluation on database architecture scheme, the
arrangement of technical personnel for network foreground and background
system development and engineering inspection, as well as routine
management of the department.

In terms of technical basics, I'm good at ASP, PHP and Sewlet used in Web
database application program, and familiar with Unix system, Linux system,
Windows system. All the above mentioned are frequently applied in my work
assignment. Therefore, | believe that | can meet your application conditions of
your company.

As to my other qualifies, | think | can prove my advantages if you give me
a probation period.

| am available at any time for an interview. Thank you for your
consideration. I'm looking forward to hearing from you.

Yours faithfully,
Wang Chao

Format of Application Letter

¢ Heading {5 k: 515 AWMl A1 H 1)

Inside Address {5 P Hbdik: WO A RIE 44 FIdbE (n] LL2GHE D
Salutation (Greeting)#XIFF: {5 N HuhE N T2 1T

Body of Letter 1F3C

Complimentary Close %245 Wi : 1E3C NHINAT

Signature %544

Enclosure i1 CIRj 7 al il BIA4 R

L 2BK JEK JBE JEE 2R 4
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Address of writer
Date

Inside Address 15 N HihiE: (s N B2k 2 A hE (n] DA BS )

Dear Sir or Madam,

Beginning of the letter % S SR IRAE IR T RS

Ending 58K
Yours faithfully,
Your name (VRI#E4)
KER{S VG-
1. FEARZER

SRIPUEIE R — 00K, ATk, WP g2 3% B e 2 4R S A 5E
FK, 55 S W R AR LA el AL, ARG R IR — 2 1T 8h. X =)
2Ry = BRDU B, AR ZEST RN, AT R EIZ .

2. HIPHBERIBME

LT SRIPUR AT LRSSt AN S B, T2 4RI ANl D S AL IR A o
DS A B P RE LRI 2 ) R AT AN T, BT T, ] AN PR RO B v (1 50

Now It’s Your Turn

1. Suppose you are Michael, who graduated from a university with a Master
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Degree. You have seen a job advertisement in China Daily and have decided to

apply for the job. Write a letter of application to this company to apply for the

post of a marketing manager advertised in this paper.

Marketing Manager Required

Our company is now recruiting an marketing manager. Applicants must be:
(1) Not more than 40

(2) Skilled in computer operation
(3) fluent in English

(4
(

5) Experience in foreign company would be an advantage.

Organized and responsible

)
)
)
)

2. Suppose you are a graduate and try to find a job. A company needs a

full-time accountant. Try to write the letter of application.

Data Bank

& FRHBEESE

1. 53k ﬂi‘?fﬁfﬁﬂ’]kﬂ:[ﬁ 53k — A BEEF RS, 153k B2 R L 1,

2. WHWAEEERN, BATENM S, BoATEHIX A, H AT 2HM.
— AR R BEATARA bR 555 5, ﬁﬁ*fﬂ@fﬂﬂ‘ﬁiﬁ%ﬁf’/’\ WX 44 FO R B g T 2
[B],  H O RIEE gy 2 8] S RE T

3. W EMBBEAS, MRS e T AR AL, RS BT .

4. 53k BER XA MWR: HPLFRIIA . PriEds e E k8T =k B R
Hep 55 i priE a0 B AT I3 B AT I Sk A B — 2 A R
& AL (inside address)

15 N Hb B FR S N I 2E A FR R RO L PR 53 o A1 A AL AR 1 N bl 2 24 s
(1o A5 W HOIE AL B TR Sk ZE R, B RITTRAT IR TAE ki BT, A TAE 4t
Feills

5 WHL L B WS NSk R gt 4, FSihk, HbkHs Ry RE L. 5N
bk SR AR HEFIFRIII . — ek TE, A5k AME A Rk BT A% X
SUB TR B0 A RS A AR 515 Sk —FF
& XTWUE BSR4 IR AR IR

FRIT 20 S NFRits, B 1T, SEMHbE RS 26 EH “My Dear”
LEH “Dear” JZE%S, 10E B HIVEAE T9AH R o XFF—ANBE AR N85 — M “Dear
Sir” ﬁ “Dear Madam”, 3 /i B3 5= 2 FR RS I E 5

TR 557 I M. (i)

7\

.

|
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WSS TR S B F v

CLUE ) 21 Mrs. (213K (1 4k)

ALF K227 Miss

USUAARDEASIT 1) 227 ] MS.

i85k 22 H Dr.(Doctor)

HBFZF I Prof.(Professor)

M, KK, &K, BGH Pres.(President)
¢ %% (complimentary close)

g g RN EE . RETIEXCNE -WTE, B ANFRERS, K2
M. SRR AR RIS e, AT LUN LA

(1) S fr. BARsAFIRE RS

Yours (very) truly, (Very) Truly yours

Yours (very) faithfully, (Very) Faithfully yours,

(2) BHEK ERRETH]:

Yours (very )respectfully,

Yours (very )obediently,

Yours gratefully,

WA LK Yours HUAESETI

(3) BN A RIE T :

Yours, Yours ever, Yours sincerely,

Yours cordially, Yours devotedly,

W LK Yours FUAESETI

(4) Gk s A AR ] -

Yours, Yours ever, Yours sincerely,

Yours devoted friend,

Lovingly yours,

Yours loving son (father, mother, nephew...),

LA B F DL yours Jo 18 A Fif T sl AL 5 AT, (HAN AT 46 5 840 2
® X4 (signature)

BB RAEE R BN T, T A, R AN a] DU s FN B i)
IESCHEF . AT B s R, BT PHLT. &840 bl vl LU A HLT
HTAE A WAL 448K, R I ATHT RN . WS A5 A 2ok, AT e384 w465
HH Mrs. 5L Miss.

A RS AN RE WA . 35445 G-Smith, Y5354 George Smith, 5= $}/1]
GB-Smith, KZEAFIEN. FFETHIAFH Mr. . Prof. 2% Dr. 74
& FEXBHFEFEHMSIE (superscription)

JSCPE R B ) GIE R SCWAS— R BARRYE, S35 N IX 2 AR = N A

1. Z3 5 NI B AR B0 20 B o WS N2 44 Ml 5 A A5 da v ) R B4
M7 o kA4 LR AT o E A4 MR 5 R Sk (heading) FIE P ik (inside address)
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o Il OFFIERIED WFEE AR 28 ERE LIS Eg .

2. FHEA T AT LUSEYE ., W5 I General Delivery (*F-f5 ). Registered (3 |
S15)+ Bxpress CHRE). Airmail (i), Personal (G)3 ). Please Forward G4
Printed Matter CE[Jll i)+ Book Post (45 #E4F). Manuscripts (F#ff). Photos Enclosed

(WHM A DL Top Secret (ZL%fF) %,

3. Resume

Lead-in

After you have finished writing your own application letter, you also need to
prepare your resume for a job interview. A winning resume can get you the
interview and set the stage for a successful interview presentation. A resume
contains key information about yourself, which should be carefully assembled and
presented so that prospective employers will be impressed not only by your

qualifications but also by your presenting ability.

When writing a resume, you should include:

& personal details, including name, sex, nationality, political background,

address, native place, telephone number, e-mail address, date of birth, etc.

L K JBE N 2R JER 2R 2

Job objective
Educational background AR T BL A7 89 84 2T
Working experience )
Special skills and abilities
Awards and honors
Interests and hobbies
Self-evaluation
References

Sample One

PERSONAL INFORMATION
Name: Michael

Gender: Male

Nationality: Chinese

Native place: Shanxi Province
Date of birth: October 1,1986
Health: Excellent

7\
/ ]
%) J]

/)

N
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Address: Room103, the 8" Students Building, Beijing Financial University
Zip code: 100000
Phone number: 13520000000

E-mail: Michael@sohu.com

JOB OBJECTIVE

Assistant Accountant in a foreign enterprise

EDUCATION

2008-2012, Bachelor Degree of Accounting, Management School of
Beijing Financial University.

Major courses taken include: Accounting Principles, Financial Management,
Cost Analysis, Cost Accounting, Economic Mathematics, Business Statistics,
Computer Data-processing, Financial systems in the west, Business English and
so on.

2005-2008, Beijing Polytechnic, majoring in accounting.

WORK EXPERIENCE

In the Summer Vacation of 2006 and 2007, | practiced as a part-time
accountant in a household electrical appliances company, gaining knowledge
of finance and accounting.

Working as an assistant to my teachers to be responsible for our class daily
work in my free time, mainly making and filling in the form, checking and
distributing the prizes and scholarship.

AWARDS

In 2006 and 2007, model student in the university (Awarded to top 10%
students).

COMPUTER ABILITIES

Passed the Grade 2 of National Computer Test.
Be familiar with all kinds of office softwares.
LANGUAGE SKILLS

Passed CET-6.

Communicate with others fluently in English.
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HOBBIES

Swimming, long-distance running and reading.

SELF-EVALUATION

Self-confident, reliable and responsible.

Sample Two

Wang Fang
No.2 Chengdu Road,
Shanghai 200000
The People’s Republic of China

Job objective
Work History

Education
Major

Foreign Language

Personal Data

References

Seek a position as a computer programmer

September, 2010 --- August, 2012, Engineer, Apple
Computer Company, Shanghai, mainly in charge of
developing, testing different kinds of software

July, 2008 --- August, 2010, Technician, Dolong Electronics,
Ltd, Shanghai, working with engineers and designers on
experiments for improving quality of eletronic products
Bachelor Degree, 2008, Shanghai Tongji University
Computer science

Excellent reading ability, good at translation and speaking
ability

Born: April 15,1985, in Shanghai, China

Gender: Female

Martial status: Single

Health: Excellent

Hobbies: Swimming, running, reading

References are available upon request

25
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\\ Format of Resume

Personal Information

Name: Gender:

Nationality (Native place): Date of Birth:

Birth Place: Political background (EUVATHISH):
Marital Status: Health:

Telephone: Cell Phone:

Fax: E-mail:

Job objective

the position)

Computer Abilities

English Skills

responsibilities)
Hobbies and others

Self-Evaluation

References upon request. (U174, nIHRALUEII A D

Education Background (Name of the school, Degree or diploma earned,

relevant courses, any specific honors and social activities, etc. appropriate for

Working Experience (Dates, positions, places, and details of duties and

TR 7 4«
1. K. 1270,
2. s BRAARIE R, FEUSRDIbLS, R T
3. WF: D REE? ——PR A ATRAR
2) WHFHA 7 — XA AN 1)
3) WRAETATA? —REF
4. ZIR: WA SR
5. EI: D HisWe, Vsl
2) ERDW, EEHF
3) Sl oot N TAE
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Now It’s Your Turn

1. Now try to design a resume for yourself according to the above samples :
and format,which can be used when you get a job interview.

2. Read the resume first, and then translate it into Chinese.

Peter Wang

123 Southeast Road

Haidian District

Beijing, 100081

P.R. China

Telephone: (010) 68423390
E-mail: peter wang11@126.com

OBJECITIVE
A position related to English teaching, translation and editor

EDUCATION

Beijing Normal University

Master Degree in Business English , 2008

¢ President in the Students’Union for four years 2004-2008

¢ Excellent league member 2006-2008

& Earned first and second scholarship for four years

& Took courses in Business English, Professional English, English

Translation, Writing, Communication Arts and Skills, etc.

WORK EXPERIENCE

2008—2012 employed as a vice-editor, editing and correcting word
documents in China Daily

2007 —2008 working as a tutor, teaching middle school students English

at weekends

SPECIAL SKILLS
Have good English speaking, listening, reading and writing abilities.

Be skilled in various computer software.
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SELF-EVALUATION
Outgoing, hard-working and easygoing.

References upon request.

Data Bank

o UIHIEMNAERKARE (Beginnings for Letters of Application)

1. My interest in the position of ... has prompted me to forward my resume for your
review and consideration.

PR o — BRI, prELZ2 BRI, T B A58

2. Learning from Mr. Zhang that you are wanting a ... I would like to apply for this
position.

MERSGAMSIATRN, SR IEAEIRIE O NLE,  FRIBRN IS LR

3. The ... position advertised in 5/Job on October 12 intrigues / interests me greatly. I
believe you will find me well-qualified.

Xt 10 A 12 H (51J0b)  FHIER Ko BUREEGER . ARk ALK IR
IDEER P Gr

4. Having noticed the advertisement in today’s BTV Channel 1, I wish to apply for the
position referred to.

FALAIE A RAC T AL 1 BE ) o e & AR .

5. I would like to apply for the post of male engineer as advertised in today’s
newspaper.

A H XX AR BT TR B TR R AE R, ANV ALIEER .

6. Your advertisement for a telephone operator in the newspaper of March 8 has
interested me, I feel I can fill that position.

Srov ] =N HAE XX AR BTSSRI il 510, ANFRRER, 1S
REFHATREHR.

7.1 would like to apply for the position mentioned in your advertisement in (newspaper)
of July 22.

Sy rl-B T AR XXARTUEE 7RIS, R A R VAT

8. In answer to your advertisement in today’s newspaper for a secretary, I wish to apply
for this position.

PN AEA H XX AR BTSSRI RR TS, AR, Rrbva.
o BENH: FUENMAFR. HF. 28 (Introducing Oneself: About Age, Education

and Experience, etc.)

1. Iwill be graduating from ... this year, majoring in...

BAs FA A Foreere, Ef Bl

2. During my education, I have grasped the basic principals of my major and have
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worked as a part-time worker in this field in some famous companies in my free time as well.
And the most important is that I can communicate with others freely in English. My ability
to write and speak English is out of question. So I am convinced I am the right person for
you. fERZEHIE, FAMEYE TALAIAR I, 1 HiE A ARG N — 2835 4
N TR I EE R ] A i R EAARAEAT SETEAZ I, W i RE J) 22 JC )
Al A, BAAERIER SN,
3. My major in college was Art and Design.
ANAER S EAE I RAB
4. He won the university scholarship for four academic years in succession.
I LLDYSEIRAT T K22 4
5. I shall obtain my B.S. in Computer Science from Tongji University in Shanghai next
month. AN T T AL RIS ERAF AR A2 224
6. I specialized in telecommunications at University of Science & Technology of China,
from which I graduated in July, 2011, with highest honors.
T EREOR A F B HAE L, T 2011 4E-B T DAL i el
7. 1was the editor of my school’s newspaper at college. After graduation, I worked as
an editorial assistant of Xingxing Weekly magazine and I got training over all operations of
the magazine and other related tasks. £ L R2#H, FEFAIKIRG . Bl s, |’E
CREFRY ST BI B, 8 52 3175 2408 LU A AR OC AR i 4z 551
8. I am very interested in administration and I did take some courses in it. I also
performed well in the subjects. Hence I believe that I can do a good job in this position.
FRP A BRARHEOGHR,  T7 H IR 2 RO R, T SRR . R, 3k
AR RAEMF XA S5
& SURMNARIBES] (About Personal Ability)
1. Ihave a fair knowledge of shorthand, and can write ninety words per minute.
ANBEHAL, BB 90 7.
2. Atschool I won a scholarship and the first prize in speech contest.
Reprp, REIRAG A B MBI LSS %
3. Tama good learner and have a thorough knowledge of my major.
ot MUTFRI A, [RIIRAE R FRA LU 4
4. For the past three years, I have been engaged/worked as a monitor (a president in the
Students’ Union) in our class.
e L=, AN HIEIEK CRER TR,
5. I have organized many kinds of ...praised by the leaders of our college. &4 2t %
Fifteeeeee, R T AEBEWIT R
6. I passed CET-6. This is my certificate. Besides, I won the second place in the school
English Speech Contest. Tl | 96l /N H K, XERMSHEH . 54b, AL
IDETRE U LB RAT T 58 — 44

7. As you may learn from my resume, I have studied English for over ten years. So I
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may say that I am sure quite competent in listening to, speaking, reading and writing English.
IEARTT BN [y P BTk 2B BIRE, P IETE U4 10 Z4E T o FTRATT DL AL 98
WL B B ST RE AR

8. Tam good at computer and skilled in various computer software including Word 97,
Windows XP, Powerpoint, Excel, etc. A VHENEAE, I8 AL 2 HE Word 97,
Windows XP, Powerpoint, Excel 25 & Fl v HHLR AL

9. Thave passed the Second Grade of National Computer Test.

Rl EE R RE ] v 7 41 L
o PFERMEFY (M4 (About Enclosure)
1. Ienclose a resume and my photograph.
Wt R 2L D 3 S T
2. Enclosed please find a resume and a photo.
Bt R 2 LR DR SR %
3. You will find enclosed an outline of my education and business training and copies
of two letters of recommendation.
B BRI 7 A AN g AR R0 A IR VIS A P77 R S BN, T %
* XTHEFHA (About Salary)
1. Tam quite willing to start with a small salary.
EH L, ANFFAE.

2. As regards salary, I leave it to you to decide after experience of my capacity.
KT He, WHERANKREHIEEST.

3. The salary I should require would be ...per month as a start.
R s, ANAE T Hi- - Tu
4. Money is not the only thing that I care about for the moment. You can decide on my
capacity and experience.
AR IRME S, R AT AR FR A 5E ) AN 2850 R F ) L%
5. I have no definite requirement about the salary. I think you can treat me fairly on this
point. What I weigh much is the chance to get the job, so I don’t care much if your offer is
reasonable. PO LR AT FARZER . AT A Al 70X R EA P, FREER 2 LE
L, PrElVEE A, RASTHEARZ .
6. I am paid RMB 1,800 plus some allowance and bonus that comes to about RMB
2,200 per month. L[ A # 2 1800 AR, ZAMIME RIS, —3L KM 2200 JG.
7. My present pay is RMB 3,000 yuan each month.
FILAE A FHE AT 3000 JG.

8. T will follow whatever rules you have here.
FRe A3 BRI

9. I’d require starting salary of 2,500 yuan a month.
B EREHi A 2500 TC.
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& UHIKIRE (Reasons for leaving)

1. Your company has a good reputation in this area and I heard nothing but praise about |
it. SOl EARMLX P EARGS, A 1 .

2. I can make full use of the professional experience I have obtained.

FTLLrE FIH H Rl K.

3. Working in this company would give me the best chance to use what I have learned
in the university. 7E5t AR TAE, AN 785018 RIS B 1 Al

4. Your firm has a great future and is conductive to the further development of my
abilities. Sy mIAGERIEH, AW TR BN L) .

5. Forhigh pay. 4 T .

6. For an excellent working environment. A T L K I TAEIREL,

7. My application for this position is simply because that my educational background
and professional experience make me qualified for the job.

Tk I PR R BRI 20 T SR T AR S50 A6 B ARSI ATIX 0 T A%

8. I am interested in this post because I know your company is the largest one in
China/the whole world.

FRAT XA URGLIESGHR, e PR FRANTE 51 A w2 [F N /A BR R K ) 2wl o

9. I think it will be a good place for me to make use of my knowledge/ experience/
ability. FIA A IX B Eis IR AR50 K% A RE R I 3T .

& SiR: WERMRKEZERE (Ending: Request for Interview)

1. 1should be glad to have a personal interview. U1FRTHIR, WJEELL,

2. I'hope an personal interview with you, and assure you that if appointed, I will do my
best to give you satisfaction.

Btz ot sk, ANBwmRPTEE, Astanlikss, AEHE.

3. I would appreciate your reply. Please contact me at 13612345678 any time. Thanks
for your time and consideration.

WS, ARG T 13612345678, AT EEHIEIRITE B,

4. Tam looking forward to an interview with you at your convenience.

WA AR A7 (S8 I 5 s LT

5. 1 would welcome the opportunity for a personal interview with you at your
convenience. JIFAE LR 5 {8 (I 55 14 T

6. Thank you, I will look forward to hearing from you.

Wl AR A -

7. If you feel that my qualifications meet your requirements, please note that I am
available for an interview at your convenience. I look forward to your favorable reply. #1
TR DAFIRI AT O I R, BT AR S R I S TR . BOIAF I [l

8. Thope my application will be taken into consideration.

Ay BRI PR IE o

.y

ﬂ

&)
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. Sincerely,

H

1

2. Yours sincerely,
3. Yours truthful,
4. Yours faithfully,
5. Yours truly,

Read and Translate

Translate the following sentences into English

1. FRAEN I Lt 15 B DB U — L.

AN B A BN

A IBM 2w ot 8 AR ik TR o

FALTRHRRAE TR B o) T =48, AR 35t A n TR,
A EAERERS LT (I 2 3 — kit

T IO BB 3 Lo

T EEBE L.

~N O L AW

Section Four Have Fun

The Champion of Secretaries

One time a friend and | were talking about work and | asked him about his
parents and what type of work they did. When it came to his mother he said, “She
has the secretary of title” “Title” would be understood as championship. What my

friend really meant was “Her title is secretary.”

32
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SEEZMEIE
Section One Open Your Mouth T

Warm-up Questions (Possible answers)

¢ Through advertisements in newspapers, on TV, on the Internet and even the mobile
phones, etc.

¢ Interview.

¢ [ am hardworking and responsible, normally I won’t stop work until I finish my
work. I value practical knowledge much better than theories in the textbooks because I know
that only by standing on the ground can I make a great success in my field.

¢ [ am applying for the position of English teacher, office secretary, etc.

¢ [ know the working conditions and surroundings of your company are excellent.
The people and its culture attract me very much—all helpful for the further development of
my abilities.

¢ It’s my major and I have got enough working experience and I think working here
could give me the best chance to use what I have learnt and to make a positive contribution
to your company.

¢ In that case, firstly, I feel very sorry for not being able to serve you. It also means,
in some ways, I am not qualified for this job very well. I’ll think about your advice carefully.

¢ As a member of a team. I know the importance of cooperation, so I like working
together with the other members. Moreover, I could complete my own mission successfully
by myself.

¢ [ have no definite demand on salary. I think your company will be reasonable and
friendly in treating this matter. What I seek here is the fair opportunity you will offer me.

# Yes. I would like to know when I would get the final decision of interview.

iE A IFXL

Felk ol MU, X IT A, REHAHE?

wyd: Bk, RARSTA R A EREEEVEA.

PR e WA, R BHREARK RIS,

P . FEA.

wyd:  RREF, A4 FRIET. FATHTTRARIA - FRUE S IR T IR -
VRN o &

Pl BLEEE, JGE. BATCMCEITRIIS I HE AN D, BARR AR LA L AT
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B 2
AR, I,

A REENAA TAE?

Wva: RN BRRIEIEAE N TR R RS TR Z ML T, Xtk
IS HE R R

A B, AR URREEATIR AN T AR ?

Wvg: R, RAIKAE.

&P ST /8

Ve WIEREETHAI LIRO SR THARIE, B AREARTURN
LA TIFRIR TAE S S, Bt BAHE IR A E A L.

A R, R CARE D IRRES VRIRIR A A A SRR 2 W 2

W BANTE S ) AR R Th 5 L i IR AE R I A AL . iR T
FIXAHLL, G STEIRIER G

A YA T IR S TR R . R VRIR A D R R THT I A

Wrg: USRS IOE T . RO T REIGEN . A%ER. Y4,
AR M IGEH Y LI h I8 T 55 =44 . FRAEIGE BT A QAR
F 35 ik o

A RS

Wrg:  BAERAALS. AR T T AERRE . IS, Bl A SRR
TR

A Wk SR BARSLS AT RAIG ?

Wr: UK, RAUER B, AR

A GRS TR, L.

Vv WM. RIS S,

XiE B i¥3C

Wvg: R R, FAUNEE A AR RX IS B Lkt
TR o

V2 P I

W .

ZP: AREEMRARSE L2

Vg WAEISOL TR 12

S R AR ?

wr:  AELH.

G AR AT ?

W WIEALRE S EAEA.

S BIHBTA L, IRIERSISE ST 2

Wve:  RIEEAE. WIS RTIR Y S s, Ry E 5 E-E MR e

PRI
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SR ARKEEN ) G ?

Wy SRR B

ZeEfl: MOREAMIRAT I S A2 e ?

wyd: A BHEERABRAF ARG A 2011 SERS I E KA R, JF
KT H. (E20104F 6 [, WSIALRURAAESGERUF IO FRTG 7252,

SR RN TR IEE B2 ?

RTINS SV NN S8 T A/

SR ARV ARSI ?

Wyd:  EEERUL BRI .

SR REKIERERETA?

Wy RMAULE

S AREN AR EATERIR?

Wy AL SR AARAGT . U DO AT YL A

SR BRT AR, URA IR 2 47

Wyd:  RELERERIAKAN S IS .

SR REERATX AR 2 7

Wrd: WA TR, MERZ TR, REDSREHEE T 2500 6.

2Rl RIZERIATRIERINR T, ARIEA 4 ] e ?

Wyl XA HARM TR A?
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Unit 1 Getting Ready for a Job Interview
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Now It's Your Turn

1. Dear Sir or Madam,

I would like to apply for the position of marketing manager you have advertised in
China Daily because I think my major and my working experience closely meet your
requirements on the post.

I was born in 1981 and graduated from Beijing International Economic and Business
University with a Master Degree in 2007. I specialized in Business Management during the
university. I passed CET Band 6 with a mark over 85 in the first year of my university. I am
good at spoken English. Therefore, I can freely communicate with the foreigners. And I'm
skilled in computer operation. Moreover, after my graduation from the university, I have
been working in a foreign company as a sales representative for 4 years, mainly responsible
for the selling of the products, designing the new products and developing the new market in
other areas. After that, because of my excellent performance, I was promoted as a Marketing
Manager, which greatly added to my social experiences and interpersonal communication. I
hope to be able to make better use of my working experience and skills in your company.

I am sure that my education and working experience could meet your requirements,
please grant me an interview.

Thank you for your consideration of my application. I am looking forward to hearing
from you.

Yours sincerely,
Michael

2. Dear Sir or Madam,

Keenly interested I am in the post of accountant you have advertised on the job market
because I think my major and practical experience particularly match your requirements of
the post.
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I will graduate from Beijing Polytechnic in July this year, majoring in Economical
Management and will get an Associate Diploma. I have always been one of the top ten students
in my class. I got excellent grades in not only required subjects but also optional courses, such
as economics, statistics, budget and IT Professional English. Therefore, I won the university

scholarship for three successive academic years. I am faithful, reliable and careful.

Moreover, during the three years, I took an active part in all kinds of practices of
o Electronic products sale promotion, which greatly added to my working experience in
marketing and interpersonal communication. In a word, I am confident that I qualify for the
post.

If my applications are taken into favorable consideration, I would be most grateful. I
am looking forward to your early reply.

Enclosed are my score reports and resume.

Yours sincerely,
Li Ming
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Now It's Your Turn

1.

Nancy

Gender: Female

Date of Birth: August 9, 1988

Martial Status: Single

Health: Excellent

Current Address: Rm.102, No.2, Jiangtai Road, Chaoyang District, Beijing, 100016,
China

Tel: 13520010100

E-mail: xxx @sohu.com
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OBJECTIVE

A position in/related to my major and working experience, technician, office secretary,
computer programmer, etc.

EDUCATION

Electronic Department, Beijing Polytechnic, 2007- 2010

Graduated with an Associate Diploma, majoring in electronic Technology

RELEVANT/ MAIN COURSES

Programming Language, Computer Data-processing, Intergrated Circuit, Embeded
System, New Practical English,...

AWARD and HONORS

2010, Excellent Students Leader (Awarded to top 5% students)

In 2010, A prize (The first prize) in English Speech Contest of Beijing College students

The First-class Scholarship of the college twice

WORKING EXPERIENCE/ SOCIAL PRACTICE

July, 2010-Present Worked/Employed as an assistant to the xxx Corporation,
responsible for reports, documents for the general engineer on production in the various
departments and answering the phones, awarded the honor of “Top Staff ” because of
excellent performance.

September, 2009-July, 2010 President of the Students’ Union, mainly in charge of daily
affairs, planning, organizing large-scale activities and coordinating the relationship with
other departments.

September, 2007-September, 2009 Secretary of the League Branch in our class, planning
and organizing several kinds of outside activities, winning the confirmation and
acknowledgement.

ENGLISH SKILLS

Have a good command of both spoken and written English.

(Fluently communicate with foreigners in English and be good at written English as well.)

Passed PRETCO -B

COMPUTER ABILITIES

Skilled in use of Windows Operating Systems.

Good at computer and able to use kinds of office software including Word 97,
Windows XP, Powerpoint, EXCEL, etc.

Passed the Second Grade of National Computer Test.

HOBBIES AND INTERESTS

Traveling, mountain-climbing, swimming, long-distance running.

SELF-EVALUATION

Aggressive, independent and be able to work under a dynamic environment.

Have a good communication and coordination skills, teamwork spirit.

References upon request.
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Read and Translate

1. I'd like to apply for the position of English teacher advertised in Beijing Evening
Newspaper.

2. Ithink that I am a qualified one.

3. Thave worked as a computer engineer in IBM for eight years.

4. I have studied in Tianjin Automotive Engineering College for three years and want
to work in your company.

5. Thope that I may be given an interview at your convenience.
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\ 6. Ihope that my qualifications will meet your favorable consideration.
7. T am looking forward to your reply.

Section Four Have Fun
WP EE
—RIBFM A RIE TAE. BB B2 TAER .. b it B EEEn, i
{6 “She has the secretary of title. (2R EZE.)” “Title” 7 LAPEF AT, M
NI HSE RS2 “Her title is secretary. (Ul [k AT R A T5.)”
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