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1 JHEATHIR

BASIC EXPRESSIONS A RIZKIA
1) May | come in?
AT DLy ?
2) How are you doing, Mrs. Smith?
Rar, st
3) Excuse me. May | see Mrs. Smith?
XPANES,  FAT DL s % 40 o 2
4) Miss Wu? Will you come in please? Take a seat.
FeNH, FEE, AR,
5) | have come here for an interview by appointment. Nice to meet you.
ALK, AR5 =X WA
6) | am coming for an interview as required.
oAt W R I o
7) Did you have any difficulty finding our company?
FRENFATT 2> 7] PR X 2
8) How do you think of the weather today?
PRI R A R RSy ?
CONVERSATIONS 431
(A=Applicant  I=Interviewer)
Dialogue 1
A: May | come in?
I: Yes, please.
A: How are you doing, Madam? My name is Wujing. | am coming to your company for an interview as
requested.
I:  Fine, thank you for coming. Mr. Wu, Please take a seat. | am Anne Smith, the assistant manager.
A: Nice to see you, Mrs. Smith.
I:  Nice to meet you, too.
A: FnT DAk 2
I: gk,
AARGEE, RN F R 5T, LRk 5 2 v T .
I 8P, BRIk . SRAEAETEAR, T el s, L EE .
AR BRI
I: AR X WK
Dialogue 2
A: OK, Mr. Wu. You may come in. | am Anne Smith and on my right, my colleague, Anna Duncan, and on my
left, Angela Lamb. Do please sit down.
I:  Thank you. Good afternoon Mrs. Smith, Miss Duncan, Miss Lamb.



A: Your English is fluent.

I:  Thank you.

A: How do you think of the weather today?

I:  1don’t like the weather like this. Cold and rainy. Hope it become sunny as soon as possible.
Al TFT, A, RATRAER T o B aelles S, AT R TN R F 2 XS 1, Aol a5 he 220k
TH AN

D WK NAEE, ST L XSENHL 2N

AR ST ARTA) o

I s 2.

A: PRHEFFS RIS AR 2

I BAFVOXAEIRA, AL NEW, AR K.

Dialogue 3

A: Excuse me. May | see Mrs. Smith?

I: It's me. What can | do for you?

A: Nice to meet you, Mrs. Smith. I’m coming here for an interview by appointment.
I:  Areyou Mr. Wu?

A: Yes, | am.

I:  Nice to meet you, too. Did you have any difficulty finding our company?

A: Not really, | am familiar with this area.

Ar AR, JATBU s g ?

I e, WE A2

A R ILBIR, S Bt B AR .
I: R RS
A. %H"J, ﬁa%o

D RAWAR L BIR . HRIRATT A ) PR A 2

A WA, FRAIX AR

WORDS AND EXPRESSIONS <41

interview THiX  request FEE, K

as requested i  assistant BhFEL(K), BN, BhT

as soon as possible J&fkt  colleague  [F]=f

appointment Z4x, £y fluent WA, WimH

by appointment §%ZJ5E  be familiar with  #42&

NOTES ViR

R AT A I IR LAt k] Gee —x0 —30H7, s fdkimit, —Rzirdfame. &
BEAFEE T LA RBEE: GRATTZE) “1 come here for an interview by appointment.” m# “I am
coming to your company for an interview as requested.”.

AR, EEESRRMA, EAGRERZEA AT UL T o AR — OV, 75 2
LR IR SR — SO DL, LR 3 B BRI S S el R NHER ), —CEBER. )
A5 : “Excuse me, please. | wish to apply for the vacancy advertised in the morning newspaper yesterday. Has the
vacancy been filled?” %3 “1 was referred to your company by Mr.White, your manager.”.



2 PNER

KPP NGRS N WALFH REAE R, BERE - SR G R ), (HE IR R IR E R, %
B ] DL R W A S 1 AT A AT T 2R
BASIC EXPRESSIONS  F:AA) IRk
1) What is your name, please?
W), ARIAT 245
2) Can you tell me what your full name is, please?
RESCIRI 444 RNy ?
3) How do you spell your full name?
R 2 B APFE?
4) 1 was born on June 22, 1980.
FAET 198046 H 22 H.
5) You look very young. How old are you?
G LRARER, R KT?
6) | am just over twenty-two.
TN 22 % .
7) Where are you from?
PR ELN 2
8) Where is your native place?
PRI S BT IR I 2
9) Where do you live now?
PR IAEAT R L 2
10) I live at 606 Zhongguancun Road, Apt. 802, Beijing.
FRAEAEAL 5T h A KA 606 5, 802 LT
11) Can you tell me something about your family?
REA A — R RIS B A e 2
12) Are you married?
RG50S 72
13) How long have you been married?
PREEUS Z AN 1) T2
14) | have been married for two years.
EUSE T
CONVERSATIONS £
(A=Applicant  I=Interviewer)
Dialogue 1
I What is your name, please?
A: My name is Sun lin.
I:  How old are you?
I am twenty-five years old.
May | ask your birth date?
Yes, my birth date is September 22, 1977.
Where do you live now?
I live at 606 Zhongguancun Road, Apt 802,Beijing.
Then tell me your birthplace.

P AP SR 4



A: My birthplace is Nanjing.

I: Ok, I know you are not a resident of Beijing. Where is your domicile place then?
A: My domicile place is Nanjing, too.

I: A5, RAA A4 72

A: FRIY PR,

I: IRZ KT ?

A:25%,

I Fem] BAga) ) 4R g A 1 e 2

A TTLL, FRIGAEHE 197749 H 22 H.

I: URELAEAT IR e ?

A: BAEIEHTH S KA 606 5, 802 ot

I: AR A ?

Ar FRIE AR R

I: BF, FRAEARA RN o TR J5U RS i 1 2
A: Ff s EE L R AT

Dialogue 2

I Mr.Sun, would you mind if | ask you some questions, which may sound impolite?
A: Ah, never mind, please.

I:  Can you tell me how old you are?

A: | am 25 years old.

I: Areyou married?

A: No, I am still single.

I:  Can you tell me something about your family?

A: OKk. There are four persons in my family, my parents, my elder sister and me.

I: PhEAE, JRAT AT AR LA WS K AT BEAS 2 ARAT AL A ) e e 2

A W, EORER, T I

I: UREET URIRAR 2 KT 2

A TR25% T,

I: RG50S Ty ?

Al B, RIEZHH,

I: AR AE S VR FAR S ) — Lo L 2

A BF), IREN, ACRE, FRAAAFTE.

Dialogue 3

I:  Tell me a little bit about yourself, please.

A: My name is Sunlin and I live in Beijing. | was born in 1980. | will graduate from Peking University this July.
I have majored in accounting.

I Would you tell me something about your family?

A: There are three in my family, my parents and myself. My father is a teacher and my mother is a worker.
I: At e — L8R 3 R 2

A: FRRPIAR, AR IEaT. B ZET 1980 4. AAE-L AR ML RUR R, BB E it
I: BEVCUAR A A 1 e 2

Ar TANIFK =N, R AR — 80, JEESRE— 2T .
WORDS AND EXPRESSIONS 4]

birthplace Hi/E#h  resident JHI, Jafl#

domicile (iEHD Ji4E sound Witk

single H5  married 4545



NOTES %

MR L(E E, FEHH 0 LI e MIRE 2 BRI 2K, Eoin s TAE UG G A A kAl 4t
TAEREAEW M ZE, LY NRARE. HEAEW R NER,
noticed you are wearing a wedding ring. Do you have any children? X i /R & 41 ¥ [H] 25 3t /& Why do you ask?,

RO AR IR 30, A % TR R B Uk, T v 2 A R AR A2 5 B A I [i) B A A AT

AR
1) Can you tell me your name, please?
Can | have
What is
T AR RE T VR AR 44 71 ?
i ) JR AR RNTE R 1 44 5 2
AR 248
2) How old are you? L KT
What is your age?
May | ask your age?

3) What is your birthday? R HAEHRE?
When is your birth date? PRF—F H A2

When were you born? PRI — 4 H A 2
4) Where are you from?
Where do you come from?
What is your hometown?
PR B TR 2
PR B TR 2
PRI SR 2
5) Where is your  native place?
domicile
permanent
PRE G ML
PR IAEATAERR HL 2
AR A 1 S A e R FRL 2

3 M5 R

HOAE U, i EHE R |

AR S T, 3275 R A DAL W T ik (R AR R O 1l A IR 5 2
BN PR B E AR EN S, IRV B AL TR 015 (05 22 208 e, 65
NP, WEES N2 A W2 REIES. HERNIRI AR S S N8 TR R RNV
RGBS, AR, XIS AN ZE R RIEs, JFmtt M R IT A, Bk A ks &

AN o

PEMS S 1 9 AAEAE



B FZ U BT TAR R AT R, o B AL, ANV R S B ORI i AV & A A T
R o
BASIC EXPRESSIONS  JEAf)RIZL A
1) What kind of character do you think you have?
PRI A SR AR ?
2) Areyou introverted or extroverted?
PR T3 A2 A i 2
3) What kind of person would you like to work with?
PREXAT AR N AR ?
4) -How do you get along with others?
PRANAREAT SRR 2
-1 get on well with others.
A NAHAE AR LS
5) Do you have any particular strengths or weaknesses?
PRA A A5 A R R R i 2
6) What basic principles do you apply to your life?
PR A TP R AR S A A ?
7) How do you spend your spare time?
PRIV AR I TR) 78 B3 2
8) What kind of sports do you like most?
Rkt Aizs)?
9) What are your hobbies?
PRI AR B U AT A2
10) | have an interest in traveling.
TR e AE O R
CONVERSATIONS  £ifi
(A=Applicant  I=Interviewer)
Dialogue 1
I What kind of character do you think you have?
A: Generally speaking, |am an open-minded person.
I:  What is your strongest trait?
A: Cheerfulness and friendliness.
I:  How would your friends or colleagues describe you?
A: They say Mr. Sun is a friendly, sensitive, caring and determined person.
I:  What personality do you admire?
A: | admire a person who is honest, flexible and easy-going.
I:  How do you get along with others?
A: | get on well with others.
I: AR AR AT APERS N ?
Al BRI, BN EAURITHIA .
B i e i O o > N E S P I/
A: IRMAUAC LS o
I: AREI A B R F B A T AR ?
A: AT A R AR A U SO AR YL N
I: R RE A A (1 N 2
A: FIREOMSE . RIETT HAE S AL .



I: ARFI A AT A ?
A: AN AFIR LS o
Dialogue 2
I What kind of person do you think you are?
A:  Well, | am always energetic and enthusiastic. That is my strongest personality.
I:  What are your strengths and weaknesses?
A: Em, as | have said, | am diligent and industrious. On the other hand, sometimes | am too hard-working and |
put myself under too much pressure to make things perfect.
I:  What qualities would you expect of persons working as a team?
A: To work in a team, in my opinion, two characteristics are necessary for a person. That is, the person must be
cooperative and aggressive.
I:  How do you spend your leisure time?
A: | like playing games and having sports. They are my favourite hobbies.
I: So, what kind of sport do you like most?
A: Oh, it’s hard to narrow it down to just one. | mean, | like all kinds of sports, basketball, swimming, bike
riding and so on. Maybe it is just the reason why | am so energetic and vigorous.
I: ARSEAFUR B RN iy ?
A TR, A H ORE ARSI, R G . R IR AT
12 BRI B TR RO 2 AT 20 ?
A: TENFNIA SO 1, BRI A AT, (2, AN TR ARt gl /Mg e 5e L, U aibAd
B ERZHES, TAER¥EW.
I ARDAE R BN — 51, — D N ZE A AT AR S 5 ?
A IR, A EIBA I — 01, SAVERAAIBEBCRT Y & B ANAT 2D
B V1A% T e
A: FEITRAATFIZE), X2 BRI 4T
I: B AfR B AT AR FH 2 5)?
Al |, TRASEAERZ T, RERSKAEFIZE), TR UK. WA RM . WVFIX & TN )t 783l
F1 Jit EATHES
open-minded FFEAI, FFILY)  easy-going 7 Zy AHALIH
personality M, A& enthusiastic 7o vt 1)
leisure “FWHF), IR hobby bRz 4f
PR LA s N S HRAT () 753K, R AT IS Y () RE TR 25 B SRR fle Biltn, Bl o S8 N
TR, B Aafth (it 7ETEE B SRR RO B S sk 2R efficient (AR careful (Fpgiff
414D responsible (557D ZEia)iE AN %% purposeful (5 H ) Bk liberal GO 58 KD ZEA
Eeprl AN
1) What kind of character  do you think you are?
personality
person
PRIN AR B CHEAT A AR VA .
RN AR B C AT AR A
PRINIAR E 2 M AR N
2) Do you have any particular  strengths or weaknesses?
What are your  strengths and weaknesses?
merits
strong points
shortcomings



PRATAE 5 ) R iR T e i 2
PR BRIGUAGR 5 A4 2
PRAAT A2
PRA AL ?
PRAT A ol 5 2
3) How do you spend your leisure time? =  What do you do for leisure?
spare
free
AR PRI PR BT T i 82 5 2
PRI 25 PR I ) T8 A 4T R 2
PRI 25 PR I ) 78 A 4T R 2
4) 1 have an interest in traveling.
am fond of
like
love

F iy I % o
X o
X o
T U T o

A BEER

WIS A T IR LS8 e N, BT MJESERs TAESL, Tk e ) « TAE” ARGk n i, H2
b rT AEE FHURFT IR AR BT IE R . EER L R, LA TS AL G 8l 4 7, SR AR 2 5
A X 0 TAEMWE S 5687 RIZX 8, IE T < A BRMERS” M RUFRIAL, — 2 B iR .
BASIC EXPRESSIONS  HEA A ik

1) What degree will you receive?
PRps SR A2

2) 1 will receive a Bachelor’s degree.
P SRAF 7 oA

3) How about your academic records at college?
PROK 27 R e g an Ay 2

4) | have been doing quite well at college.
ALK I 27 S AR B

5) My specialization at the university is just in line with the areas your institute deals with.

10



FALRZEPTF AR T B S iR B R 11

6) | was one of the top students in the class.
WAV BN AL .

7) Which course did you like best?
PR Eoe AR TR ?

CONVERSATIONS = £ifi
(A=Applicant  I=Interviewer)
Dialogue 1
I:  Which school are you attending?
A: | am attending Hebei University of Technology.
I: When will you graduate from that university?
A: This coming July.
I: What degree will you receive?
A: | will receive a Bachelor’s degree.
I:  What is your major?
A: My major is Business Administration.
I:  How have you been getting on with your studies so far?
A: | have been doing quite well at college. According to the academic records | have achieved so far, | am
confident that | will get my Bachelor of Business Administration this coming July.
I How do you think the education you are received will contribute to your work in this institution?
A: | have already learned a lot in the classroom and | hope to be able to make practical use of it in your company.
My specialization at the university is just in line with the areas your institute deals with. | am sure | can apply
what | have learned to the work in your institute.
I: ARLEMRAS AL Lo ?
A FRAEWIE TR 22,
I: RAE A g 2
Al SHFELEH.
I: VREEE R A A2
= =
I: ARRAT AL ?
A:
I

=

H L b Rl B

BIH AR L, PRI A SIS DL iy ?
A: AT AR A RIS 22 2 st, RECE €A 7 03— € RESRTT R LA B 224
I AR RS2 (R0 K o fer 3 ) AU IR AR 2
A TAERE: Fog TARZ RV, Ay B & L bris 2151 A w5505 sl b 2s o AL K2 BT (kAN
PRATWFFERT T K ANE MR 1 o A FRBE A SE TP 2 2 1 AR 05 iz HI BARA TR 8 B (K LA 2 s

Dialogue 2

I:  Which university did you graduate from?

A: | graduated from Hebei University.

I What subject did you major in at university?
A: I majored in Economics.

1



I:  Tell me about the courses of your major in university.
A: | take more than 50 courses in university, including microeconomics, macroeconomics, marketing principles,
sales management, statistics, and so on.
I How did you get on with your studies in university?
A: I did well in university. | was one of the top students in the class.
I What subject did you minor in?
A: | didn’t minor in any subject when | was in university, but | attended English and computer courses. And |
am currently studying finance in a training school.
D ARSI A R 2
.%%&?J%k%a
I: ARKZEI A2 Ll ?
A RIS T .
I: BEUUARAE RN A8 TAH A RER?
A R IRIE T 50 Z 1 TS, BIMMET . ZUEEE. TR, BEEE, SGi%%.
LRI g e ?
Al ISR I, BRI BINFEEZ —.
I: UREHIE AT A Lk ?
A TAER IR A, SN saE Mt SR . H iTgaEAE — DRI 5 S I B

Dialogue 3

I:  Have you received any degrees?

A: Yes. In 1996 | received my Bachelor of Science degree from Hebei University, and in 2001 | received my
MBA degree from Peking University.

I:  How about your academic records at college?

A: Infact my records were excellent. My overall GPA was 9 on a 10 scale, which was the highest in my class.

I:  That’s very impressive. Which course did you like best?

A: English. It was both interesting and useful, so | showed a great interest in it.

I:  Can you tell me why you changed your major when you were a graduate student?

A: Because | am very interested in administration and | did take some courses in it. | also performed well in the
subjects. Hence | believe that | can do a good job in this position.

I: Did you get any honors and awards at college?

A: Yes. | was awarded a scholarship from the university every year. In 1995 | participated in the National
Contest of Maths Models and | won the prize.

I: URA RIS 24 2

A: A7, 1996 FEFALTIL K2E3RIG T Bl 22447, 2001 SEAE L R3S T L o BRI - 2247 o
I: PRC2EISE 2 2 e & ey 2

Ar L FRETHEAER LTS, ISP GHE 10 43S 9 4, S E B A .

I:

A:

=

HR AT ANV o R i MR T AR 2
Yetho ORI TUIREEABOCSEH], oA BRI
h%%%iﬁﬁﬁiﬁniﬁﬁﬁzgﬁ%&ﬂq
Ar PRl O A BEAE R O ER, Tin HBB 2l X O i iR, T HR SRR . D, FRAE FRAE X
AL
I PRREE I SRAT L o A A ey ?

12



Ar RGBSR R4, 70 1995 RS I T B R ECEF @RS, IS T3

major &M FEM); T degree “EAL

bachelor SCPE*%-+-  contribute TIHk

minor in i1 academic 2#AK[1

impressive 25 AVRZIENZ ¥ honor 22

award *2Jif scholarship #%2%4>

FE R4 o) I Ry i BT, b J5 [k “What course do you like best?”, 33 s fR fse 2 [E1 2 1T S il
AFARIEH, Xk NMRIBAHE %,

R LN KRR T . degree (2#47). subject (E}H ). department (). Bachelor’s degree (2%1-2447).
major (F4&). minor (Afi15).

5 MABHE

EMHRES, AN AFRETEZHRER T2 AMA . REXTRI Lk Ak AT 35 Bh ) — 2o R g . VPRA IR 2 HihE,
WA, SRl KIS 5 N I G 7 AH G I ZEAR DB B g . S M IR & AMERE ), ELlndeih
ACFRIHEACTEEARE, LRI, X8 ] DL A 1 2 W I 1 RE .

BASIC EXPRESSIONS  JEA A ik

1) How do you think of your English?
PRI A R 50 T 7K T 2

2) How do you think of your proficiency in written and spoken English?
PRI A AR 8 1 T S V5 T 10 AR S T ] 2

3) I think my English is good enough to communicate with English speaking people.

FRA by J R T A0 5 15 [ 5K ARG A0

4) What other foreign language do you speak?
PRICREViAT A HABANE I 2

5) | have a good command of

TR e
6) Have you obtained any certificate of technical qualifications?
PRIRAFRL A A B A5 2

7) What special skills do you have, can you tell me?

PRpe VR - Rk e 2

8) Have you gotten any special training in ...?
13



PRARSZIL oo« T T R R IR I 1) 2

CONVERSATIONS = £ifi
(A=Applicant  I=Interviewer)
Dialogue 1
I:  Our advertisement says English competence is a key requirement of this position. Then how do you think of
your proficiency in written and spoken English?
A: | have learned English for 10 years, and | have passed College English Test Band 4 and 6.My spoken English
is fairly good enough to express myself fluently.
I:  What other foreign language do you speak?
A: | did self-study of Japanese in college, and | can carry on some simple conversations in Japanese.
I JRATT ORI ot BRI AN BV R N I 5 B 2 AT AH 2 0 B 9B K, R4, URIA A R B8 15 T ke i A0 1 i
REJ) aifar W 2
A RO&PIE 10 5 7, i HIW N 7Rtk DU S . FRBEHI 9L HEAE A S AE RPN 0k
k.
I ARk e 50 At ) 1 S 2
A FRAEREIN B2 H R, FRBEHT BT — e faf By 1 .

Dialogue 2

I:  Have you obtained any certificate of technical qualifications or license?

A: Yes, | have received an Engineer’s Qualification Certificate and a driver’s license.
I:  How many years have you had the driver’s license?

A: | have two years driving experience.

I:  That’s good. What special skills do you have, can you tell me?

A: | have experience in computer operation, proficiency in Microsoft Windows, Microsoft Word and Microsoft
Excel.

I What computer languages have you learned?

A: Visual C++, C and Delphi.

I:  Have you gotten any special training in programming?

A: No, but | have database programming experience and network knowledge.
I: URIRAF I B B UE A5 ml 2 B e 2

Al gt A TR T AR 5024

I: VRIRAF S IR AN ) T2

A KEAEAPERBR T

I 4, JRURAE T R IRARA A AR R B e 2

A AT HINERESR:, RAZBMEK Windows, Word 1 Excel

I: AR WA o S L 5 2

A: Visual C++, C F1 Delphi.

I: ARG A 7 1 32 B R AR I 2

Al BT, AR TRAT B B g R 2 50 T AT 2 .

proficiency #AZFLSE: K5l fluently JFIHh, i

carry on  BEAT qualification H%

certificate 1E15; UEWI1S  license VFRIHIE, M

programming i f database  %#i

14



1) I can speak English.
French
Spanish
German
Wil k.
ik
VUYL

it

2) | have received an Engineer’s Qualification Certificate.
an Accountant’s Qualification Certificate
a Computer Operation’s Qualification Certificate
a Tourist Guide’s Qualification Certificate

AR T TR
ST BRI AS

TR A

UL

3) I am accomplished in  programming.
am well up in
am proficient in
have a good command of

TG PR #Gx

TR 10 G 12

TR 10 G 12

PR 10 G 12

4) 1 have experience in computer operation.
am experienced in
am skillful with

THA TN ERAELL

FRT ARG 456

T FHLERAF BAIR LS

6 TIE&%k

FRWG T AT Ay B ARE N B 1 AP BOE SRE R B AT ¢, B M IS AR IR A s B 3 1 e
MR B LK AR N IS IR E G, ANRED R A2, DU RO AR ]

15



W2z hb e AW VE TR RN, e R LA 2, HIXA 2T, TR A S 8 TIX R gL,
AL e EU T 2/ TR B Ca 5, fe e RS .
BASIC EXPRESSIONS  JEAH) KA
1) Do you have any work experience in this field?
PRAT AT ) A2 50 2

2) What kind of jobs have you had?
PRASOS TR AL T4 2

3) What'’s your responsibility at your present work unit?
MAEREA BN IR TTAT A TAE?

4) 1 am responsible for product distribution.
AT R

5) | have 4 years experience in staff management.
FAVIFE R T ALK,

6) | have experience as a receptionist.
P Bt 0

7) What have you learned from the jobs you have had?

RN T ARz 2] T AT 42

8) Would you like to tell me something about your outstanding achievements?
RIRARI AL Sl 1o ?

9) How would you evaluate the company you are with?
RS I T VT R BRAE (1 2 7 2

CONVERSATIONS = £ifi
(A=Applicant  I=Interviewer)
Dialogue 1

I: Do you have any work experience in this field?

A: Yes. After my graduation from university, | worked as a Customer Service Coordinator in a foreign
representative office, and then | transferred to a joint venture as a Market Development Manager. So | am familiar
with the market in China.

I What have you learned from the jobs you have had?

A: | learned to be patient when dealing with customers complaints and try my best to solve them. In addition, |
learned at my previous jobs how to cooperate with my colleagues.

I:  Does your current employer know you are looking for another job?

A: No, I haven’t discussed my leaving plans with my current employer, but I am sure he will release me.

I What is your impression of your present company?

A: \ery good.

16



I What would your current colleague say about you?

A: They would say I’'m a dependable and hard worker.

I ARE XTI TAE L5 2

A A, EROREEL S, Tl B — K AMABRAL il T — 2 B IR 5 B B, 22 ) Bl B — K E B Ak i
Wi FEFRRA B, Fir LA o [H 7 3 1 2%

I: TR EAHT ) AR 2 21 T s6 44

A: Jrras TAERR B 7 AR N A TR Oty HLZER ) M AbATI e e N e o g B, JRad sz o 7 ] 5 [ =R 3t
RS (E

I: ARIAE R EACNTE VRAE R Ty — o AR 2

Ar AHEE, FIEEA A e B IR R TR, H IR 2 ik PGB .

I: ARAARIAE XA 2 =] ENR G fi] 2

A JERLE .

I: URILAE IR [R) 2 A a] VR AR e 2

A: AbATT e B — MEAERUT H TAEZIE N .

Dialogue 2
I:  What kind of jobs have you had?
A: | have been a Production Manager.
I How many years have you worked as a Production Manager?
A: 3 years.
I Would you like to tell me something about your outstanding achievements?
A: | had introduced an advanced product line, which increased the output and lessened the cost.
I: Wonderful. Then how many employers have you worked for?
A: Frankly speaking, three. If your company employs me, it will be my fourth.
I:  Then have you received any award at your present company?
A: Yes. | was awarded the title of advanced Worker last year.
I:  How would you evaluate the company you are with?
A: Although I could not say that everything is perfect there, | still very much appreciate what the company has
given me, especial many chances.
I:  How would your colleagues evaluate you?
A: They would say | am a responsible friend and a capable colleague.
I: Can you get recommendations from your present employers?
A: Yes, | have brought them with me. Here they are.
I: Do you have any questions?
A: | think that you have covered all the important points already. But if | have any questions later | will contact
you.
I: AREAOL AT A TAE?
A Mo A
I: AR T JLAE R A= 2 32
A —AE,
I BEZA FARIRIRINSE L g 2
Ar FE RGBT SRR, R E) TR, T H AR TR K
I AERANEE, IR LA e TR ?
A HEMUE, =AY PRI DT ARSI XK I DU TAE
I: IBARAE H TS A w)SRAF A A 2l 2
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Al A, BB T COLHETAEE T MRRT.

I AR AT PR R BLAE R 22 ) 2

A BARBAREUE R, HEARAW RGeS THRIRE, THETZH4.
I PRI ) 2 dn o] DEAR R 2

A AT 2 B — AMEAHE R AT ACRMRAT BE I (KR 2

I AR AR AN e S Re g RS HELA (5 12

A: mTLL Feadienik T, 4.

I ARAT AT ] R i ey 2

A BARRCALHHAT B #R D] T, AR ERAT AR, FaHIRBR T,

coordinator 151 representative office {0 AL, fCHEAL
joint venture & %Ak cooperate a1, ME
colleague [A]5+, [F]f% dependable FJFEfK]

outstanding 2SI, WEM  introduce 1, BN, 4
prize  #Jii  evaluate VAT

perfect 535 capable A&, HARESM

appreciate /&%  recommendation % (f5), Ar4H ()

Wit TAEZR 2RI H O I G 0d Nk BAL, w] Lz 3] B i) AR LR M poR, s —
FRALTHIBIT B RG AFHE S A, DWBELEEWEM, AEKRERNR. 2 TERASCCE
ZRARDII RNV, LK SR SRRV S B R VU R B G I A B B, Eramb g il e e
F A O] LUR SEE R B S8R BE .
Wi in] AR5 ) 21T
1) Please tell me about your working experience.  HE 5 VR FRAR K] T AF L 560 2
2) Have you ever been employed?  fR#% A i 2
3) What kind of job are you doing now? #RELZEMAT 4 TAE?
1) Do you have any work experience in this field?

work history

occupational history

specific experience

PRATBAT XTI AR 2
PRATBAT AL I 5 1 ) AR ?
PRAT AT AL I 5 1 ) A 2
PRATBAT HARL Xy T AR 2

2) Frankly speaking, three.
To be frank with you
To be plain with you
To be honest with you

iﬂ% H"J‘I}‘E? 7\%3/{\0
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3) How would your present employer evaluate you?
appraise
judge
describe

PRELAE ) 2 SRR VAN IR

4) | have beena production manager.
a customer service coordinator
an assistant to the general manager

et Az 2 B
HAIL o5 1 25 00 10 6 o
e HEUNSELBL EE N

7 BB IR MRS R

WA B O — MR IS, TR Z M 2R DR 8% in) B SR (1 5 DA i B e A — nd, IRk
SR AT IS (R 3X AN 2w e AR I 2 Wl ARSI 1T, BdEAN AR RE (development), #Hl2s
Copportunity). T /E¥R35 (working environment) %545,

BASIC EXPRESSIONS  JEAf) R L 54

1) Why do you want to leave your present job and join us?

PRAAT 2 ZERE L IAE ) TAFRIRATTIX L ?

2) Why do you want to apply for a position in our company?

R A2 R R A1 7 2

3) Because your operations are global, so | feel | can gain the most from working in this kind of environment.
DA URAT T A m B AR kA, AR XA AN TAES OB 2

4) Because | think my major is suitable for this position.

D510 B A 2 31 Ll £ 3K AN A

5) Because I’'m very interested in your company’s training program.
DRI A BT RAT 128 ) R U RIAR SO R

6) Please tell me a little bit about your present job.
i URERAR H XA AR — 2 0.

7) Why do you think you are qualified for this position?
PRI LN VR BEEAT XA T AE?

8) My major and working experience make me qualified for this position.
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LA AL 56 Al R E AT IX AT .

9) How do you know about this company?
PR AFTE AT A~ A )2

10) Your company is very reputed in this city, and | heard much praise for your company.
AT AR A FARE, TRUF T AR R UV

CONVERSATIONS  £ifi

(A=Applicant  I=Interviewer)
Dialogue 1

I: 1 know in your resume that you have worked in your present company for 3 years, can you tell me why you
want to leave your present job and join us?
A: Because the job | am doing in my present company is of no challenge, but | like challenge. Your firm is a
young organization with many innovative ideas. It has been very successful in an expanding market since its
establishment 10 years ago. Working for you would be exactly the sort of challenge | am looking for.

I: Why do you think you are qualified for this position?
A: | have excellent communication skills and | am familiar with the procedures for the last company | worked
for. Besides, | am a team player and have great interpersonal skills.
I MRIITE I, RATER CEAEIMAEIXAN AR TAE 3T, fetr R 2 URART L BAEX A TR IR
A w2
A RETFFIXA A TS R IR XA TAESRA PRk, B3R XRBRER . 51 A "2 — K HATQUF RS ol 1 5%
Aw], BEE 10 FLLK, T RIS T E RIS . e AT LA, TERIRITIE SRR B .
2 A AR AR BEMEATFRATT 2 W)X AN HR A W 2
A: I ABRAERE AR SR . EFRCAER BN AW, RAGRESR T TAERAME, 1 HIEATHBOR A H
NI X538

Dialogue 2

I:  Why do you want to apply for a position in our company? Don’t you like the present job?

A: | like the job and it is similar to the position | am applying for in your company, but the salary of my present
job is too low, so | decided to leave.

I: Is that the only reason why you are leaving?

A: No, another reason is that your operations are global, so | feel | can gain the most from working in this kind
of environment.

I: If you are hired, when will it be convenient for you to begin to work?

A: If you like, tomorrow is ok.

I: A AVREEN IS TATT A WAL, ARAS IR H FX AN AR ?

A TR H RTIEASTAE, 1 BRI Bt 2w N IS R IX AN HRALARARARL,  H 2 3 H FX A AR 35 K ORI,
P LA ERAR S TT

[ 3 AR AR B HA PR o — Ji AT el 2

A, TR A ARATT A W] I A 2 A BRI, SRR IXFE — AN TAE SOk B % .

I AR, AT A N 3R AR A ) B0

A RAR R, Wt AT L.

Dialogue 3
I:  How would you describe your ideal job?
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A: | think the job should make use of the professional experience | have obtained, and offer me opportunity for
advancement.

I:  Why do you think you might like to work for our company?

A: | feel my background and experience are a good fit for this position and | am very interested. What’s more,
your company is outstanding in this field.

I What makes you think you would be a success in this position?

A: My graduate school training combined with my experience as an intern should qualify me for this particular
job. I am sure I will be successful.

I:  How do you know about this company?

A: Your company is very reputed in this city; | heard much praise to your company.

I PR EAR N AR AR ?

A: BN NAZRE R AE TR EAR LR, iy HLRE D AR T HHR AL

I AR A A AN R EIRAETRA 2~ 7] AR ?

A VAT SMA AR IE XA TAE, 1 HIO A TAER AR BG5S 7] ORI
BRI

I RS AFIEREMEALIX G A ?

A BAERESEPT BTS2 ISR, I Ese > TARZe:, MOz Bl S Mo TAF. BARS Jas i

I RIS U RE A 2 7] 1 2

A SUARIEARTIRA 4, BT EIRZ X 5t 7] 4 F

i

be of no challenge  AHAT PRk position  HAfL
responsibility 5¢/L, HA97 be qualified for i& T-H4T:
apply for Hii&  advancement 27}, HTf
operation i=fF  environment i, SRS
convenient Jj{#iff]  professional ML

dbe =L

background #§5t  intern S A

NOTES ViR
DA 2 I 5
1) The job is out of my major.
T TAEA R T Fm) i il o
2) | want to do a job that can offer me the opportunity for advancement.
AR AR T AR T L 25 (0 A%
3) 1 am looking for a more challenging opportunity.
PR B AL PRI T A .
4) My former company has been bankrupt.
I A F DA™ T o
5) Because I’m very interested in your company’s training program.
DAL A Fo6F B 28 ] IS YT Rl A i B
6) Your company has a great future and is conducive to the further development of my abilities.
SEA TR, A BT NRETT R K e
7) Working in this company can give me the chance to exert all my strengths.
TEDT 23 7 TAEBE A5 Pt K RE
8) Because that company didn’t have a good future, so | needed to consider my future.
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UM IR 2wl B A A inid,  FrbA R 7% I IR AR K

1) Why do you want to leave your present job?
What’s the reason for you
For what do you decide

PR AT G LARBUAE K T AT 2

2) lam qualified for  this position.
fit for
competent for
equal to
LiEA XML
LG G
K AEMEAT:
K AEMEAT:

3) The job is out of my major.
field
specialty
domain
X TAEAE T Ll ya
LRl
Lk
L& E

8 THEB#x

A7 I A T A S B ) NS A O AR H AR I R, H Rl T e S A 0 AR, LR I I 56
X TAEME .. MR TNV IEEIE AR T A CT NI TAE, 812 ) U A — g 3],
NAESERR M S EE] B ORI TR S B L, T DUOREE B QR E AR T .

BASIC EXPRESSIONS  HEA A ik

1) Are you a goal-oriented person?

PR~ HAR AN 2

2) Tell me about some of your recent goals and what you do to achieve them.
E YRR T 1 — 28 H AR LA AT SEILEAT T

3) What are your short-term goals?
PRIE I H FR AT A7

4) What is your long-range objective?
22



PRIGIIE A ottt A?

5) Where do you want to be 5 years from now in your career?

T AR =l ARGL B A2 7K 2

6) How long would you stay with us?
PREBELETRATTIZ HL IR 2 A ] 2

7) That obviously depends on how things go - whether I’m suited to the firm and the firm to me.
X AREAR R A N 5E , A9H FANA T Z e 5 A5

8) How long | will stay with the company depends on whether the company and | are satisfied with each other.
AL LA T 3 B 2 A58 A R RIS 1 B AT &M E -

9) What do you think of this industry’s outlook in five years?
PRI TR A XA TR A FEAR DL ey 2

10) 1 do believe this industry will be developed rapidly in 5 years time.
P A TN IXAMT I G A

CONVERSATIONS  £ifi

(A=Applicant  I=Interviewer)
Dialogue 1
I:  Are you a goal-oriented person?
A: Yes, | am. | always make a plan before | do anything.
I: Where do you want to be in 5 years?
A: | don’t want to have a specific title. | just want to enjoy what | am doing.
I:  That sounds very reasonable.
A: It’s the most important thing to me.
I: If you are hired, how long do you plan to stay with us?
A: That obviously depends on how things go -- whether I’m suited to the firm and the firm to me.
I:  Tell me about some of your recent goals and what you do to achieve them.
A: | want to put my knowledge and experience to use in a challenging position. In order to achieve this goal, |
just want to work step by step.
I What is your long-range objective?
A: | haven’t thought it over at all.
I What do you think is the most important thing when looking for a job?
A: | think the most important thing is the interest in the job.
I AR AT W H AR 2
A 2, IR, MR AT AR
I: URAE LA N A A BT A B ?
A TIFARREAT 28 nl 0 S AT, AR 2 A ) A
I: Wik kAR A E .
A TR R U A f R
I i AR, T RIEIRAT AR T2 A2
A BRI GE R R R E, 195 A 7] Z (A2 5 AHE G
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I REBCBLURIKIL I H b LU iy 25 s Bl g g 2

A: FAEIRAFIRM AR B A BA PR TR, TR Hix, F AP — DS
TAE.

I ARIZ H AR A7

Ar B EATINEL S L

I FEFR AR, RN AT A L ?

A: FIA A XS AR D

Dialogue 2

I:  Could you project what you would like to be doing five years from now?

A: As | have some administrative experience from my last job, | may use my organizational and planning skills
in the future.

I:  How do you plan to accomplish this?

A: By doing everything necessary and for further study.

I:  How long would you like to stay with this company?

A: How long I will stay with the company depends on whether the company and | are satisfied with each other.
I What do you think of this industry’s outlook in five years?

A: | do believe this industry will be developed rapidly in 5 years time.

I: ARBEVAR—F TUAF o AR e e A A ) 2

A PSRRI AR R T — S RN, Ay 8RR s HIR I 2Ok RI A BE .

I: ARTERIERER S e ?

A AATAR 5 B 1 DL S R SRR AN 2

I: VRITSEAEA A w2 A () ?

A: FRAE DA T T 2K T e T-FFNA B Z (A2 AT BAH

I: AR LA AT Sy 2

A FAGEEIX TLAET, XTI 2T R R o

Dialogue 3

I:  How long do you plan to stay here?

A: To speak frankly, it doesn’t depend on me.

I: Howso?

A: | really want to obtain a permanent job. | won’t leave as long as | have opportunity to apply my knowledge
and get on well with my superiors and colleagues.

I What are your future plans and what kind of expectations do you have of the company?

A: | know that generally it is possible to move from this position to a management position with two years
experience in the company and | would look forward to having the responsibility for training and supervising new
members of staff.

I What is your typical workday like at your present job?

A: larrive at 8 o’clock every morning, and | make a list of things | must do that day.

I:  What then?

A: Then I start work on my list.

I ARFTRAER R TAEZ A?

A PG, XA RIRAEUE .

(S

Al AR — AN E W CAE, HREIRA M EA RISy, M HAER B2t [F A LF, T AsE
It
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I ARRERAT AT )2 ARR 2 FAT A A5 ?

A: FANTE, BHNEILTAEST AW BA T PR TAELI 5 2 A AR WBLE R ERAL T B P A B . A
SR REARAE BT YIAT BRI

I ARELAEX A TARRERIEA LA LS4 2

Ar TEERS )R H], SRR IEBE R EMIF R S K

I ARJE e ?

Ar RJEBHHEIRIIR TAE.

goal-oriented  HPFRPAHN long-range K
administrative & HL[¥) organizational Z1Z[1)
rapidly il superior gk
supervise B, HH, $5'TF typical AU
FERIZE “How long will you stay with us?” XAl @A, 5 A EE R, ASZEH WA 1 i TR R ok P12« Boks
TEAFIRZ A" A EEFERIZ, #SHBBEH TSN “ta? 7 PR E g7
A& “How long | will stay with the company depends on whether the company and | are satisfied with each
other.”
1) I think the most important thing is the interest
in the job. the opportunity of self-development
the opportunity of self-remoulding
TNy i LB O I AR IR %R
TRy B TR R XA (A A BRI B IR I L2
TR B T R XA AR A BRI B 3R 8 L2

2) Could you project what you would like to be doing five years from now?
where you would like to be
where you want to be

PRAEBEAR— F TAR I AR A PE AT 25 2
FRBEBERE— F TAR S AR A I — A2 7 2
PR BAR— F LA S AR 2 s 2

9 HE&HE

KTFpE N, ST “ BIRWM” A LLF YA

LA M AT i A s vl IS e A T8 L B v [ HLAS) SREAS JE. o

2 T TR RARDL, T 18 H ATl i 356X A R BEA R SR I 2 ik Tk
AN NIZ I8 HIRE A2 5 o A7 i) e PER 3R

453 BT FHON AT P o5, G5 A R it ol AN R R 2 )

BASIC EXPRESSIONS A Ayl &k

1) What are your salary expectations?
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RIS Kt 2 D2

2) | expect to be paid according to my abilities.

Ay B REAR Y FR K RE S SCAS 7 58

3) With my experience, I’d like to start at RMB 4000 per month.
PAFRI A5, Py Bl Hi 25 1 4000 JC NIRRT .

4) What is your salary now?
PROUAE I Kt % /D

5) What'’s your expected salary?
PRIV Kt 2 /b

6) How long is my probation?

2 K

7) | think salary is closely related to the responsibilities of the job.
AT LIS TAE R o S A R .

CONVERSATIONS  £ifi
(A=Applicant  I=Interviewer)
Dialogue 1
What is your salary at present?
My present pay is 100,000 Yuan per year.
What are your salary expectations now?
I like to be paid more than that. Hopefully, 120,000 Yuan per year.
That’s a little more than we had planned.
I think you’ll find I’m worth that.
I can only offer you 110,000Yuan a year. Raises will be given after a three-month probation according to your
performance. Is that satisfactory?
A: Yes, it is quite reasonable.
I: VREAERH K2 2 /2
A: BF4E 10 JiJC.
I AR IR 3 KA 2 /b2
A AR ORI 248, 75 3R AR 12 )T TG,
I: XA sk Rl 2 —18,
A: AR 2 R BRAEAF FIRASH K [
I: AT R SR 11 576, =N BT S AR R I R I FRATT S A RN (1), SR AR i 2
A FRARHE .

B¢ O

Dialogue 2

I What’s your expected salary?

A: | expect to be paid according to my abilities.

I:  How do you feel about an annual salary of 100,000Yuan plus bonus.

A: That’s a little less than | expected. But to me, the most important thing is the job and the people | will work
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with. Moreover, | am sure | will get a raise quickly depending on my background and experience.
I:  That sounds very reasonable.

A: By the way, how long is my probation?

I:  Generally it is 6 months and during this period you are half-paid.

I: RA B HT L 2 D2

A: FRAT AR TRV RE ) S AT .

I: VRN BES 10 JTooh < and ?

A XTI ) D — 28, RO, B I XA TAE LA S R —E TAEM A i H, AR
THRMAR, FARPURET 2 nH 1 .

I: AR R RAR S 2

A 1, P2 K2

kit 6 N, XBOWEAR A e o —F.

Dialogue 3

I:  How much do you expect to earn?

A: | think salary is closely related to the responsibilities of the job. Shall we discuss my responsibilities with
your company first?

I:  If you are hired, you are in charge of the design of toys that can meet the needs of the American market.

A: | know it is a crucial position, but | can do it well. So I’m asking for 200,000Yuan a year as a starting salary.
I. Ok.

I: RA B 2 DR

A LR RS TAERTHE RS A KK, IATREA AR RIAE 5T A 7] T ZR I 5T ?

I W AR, R A DT A2 56 [ 17 3 R iy e AL e vk A%

Al AN AR E IR, (HIRA L, T ATREDR — IR RS 20 J1 TG,

I: B,

worth {34 probation 1]l

performance I satisfactory 4 Adii

bonus *4x, ZIF] beincharge of [y Ui

crucial EEY), OCHEN starting  JFLRM

‘i FH ERI ) i) 37 4 SR ) ) 2 A
1) What are your salary expectations?
2) What’s your expected salary?
M2 BT, XA REEAR Tt
1) 1 would expect the standard rate of pay at your company for a person with my experiences and educational
background.
A B H AT — N HARIZMER AT 1 SN — DIRAER 5
2) | am sure you will make me a fair offer.
WAHE IR TR A AT HH %

1) What are your salary  expectations?
income

pay

RIS HoK 220
LN
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i
2) With my experience, 1’d like to start at RMB 4000 per month.
Because of
Based on

R R, JAHITAHI SR H REEEE] 4000 TT.

3) I think salary is closely related to the responsibilities  of the job.
difficulty

importance

W IFKATAER BTt S DI R o

e S RESEE

HEME

10 HREWR

IB TR R NIE R N —FEWAE A AL, 780 B15, XFPERIRIUKG S RS — R ERIE Y, AR Il
WO — A o
BASIC EXPRESSIONS  JEiAf) /i ik

1) Do you have any questions you want to ask?

PRAG ) R ) i 2

2) When will I know your decision?

FAT I BERNIE PRATT A PRE ?

3) How can we get in touch with you?

BAVEREA BERRENAS X FR W 2

4) | can be reached at my office during work hours and at home in the evening.

TAER BRI AE, W ERAER, RITEREER T

5) Thank you for your interest in our company.

I RORZ INBATT 28 7] R T

6) 1’1l look forward to hearing from you.

PSR AR AT R

7) Well, that’s all for the interview.
T, mAE AR

8) And do | need the second interview?
28



Heads #7257

CONVERSATIONS  4:ifi
(A=Applicant  I=Interviewer)
Dialogue 1
I: Do you have any questions you want to ask?
A: Yes, I'd like to know if there would be any future opportunities for specific training.
I:  If necessary there will be. Any other questions?
A:  When will | know your decision?
I We’ll give you our decision in a few days. How can we get in touch with you?

A: | can be reached at my office during work hours and at home in the evening. My office phone number and

home phone number are in my resume.

I:  Thank you for your interest in our company.

A: Thank you, sir. | expect to hear from you as soon as possible.

I Would you please let the next applicant come in on your way out?

A: All right. Goodbye.

I ARAT AT i 22 i) iy 2

A: A7, FARIE Dt A wPREAOE TR AR IR B I L2

I: QR B, AT, A ) G ?

A TRART N fE I TE fe 2% 45 A e

I: JATSAE LR W AR AT B & s, AT TEREA REANIREAT I 2R e ?
A: TAERTRA AT, W ERAEK, AR TR R Z RIS I 1% 5 A 7E ) 15 g
(| 8 S S A (PRSI TR S

A: BHEMR, SEAE. BRI BRI DRAT BB

I AR 23 AR IR BEAE 01— DI 2 e 2

Al BRI, PRI

Dialogue 2

I: Well, that’s all for the interview. Thank you for your interest in this job.

A: You are welcome. Thank you for taking time out of your busy schedule to interview me.
I:  May I call you about our final decision?

A: Yes, please. My telephone number is 2974-5328, and you can call me at any time in the daytime.
I We will get in touch with you by the end of next week.

A: Great. | will look forward to hearing from you. And do | need the second interview?

I:  We’ll notify you if necessary. Goodbye.

A: Goodbye.

SRR v vt 2 O | o 9 L S7/ Q1 TR 7. S S B (2

A AT W AEH AR AR B ATl R s Aok R

I F AT DAAT FE T R R AT TP e 28 ke s 1y 2

A HARFTLLT o RIS S0 2974-5328, [ RATAT I 41 mT LLAT BG4 3R

I: FATTAE N R Z BT R AR o

A: TEIR, IR VR R . BRI 75250 — IR ?

I: an RAT D EETRAT TS AR IR, T

A .
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get in touch with Fll------HUE R reach  fih f2, HXHR
schedule HF ek, Mk take  Fi%d, fedk, HH
notify il%1  hear from  WgF -+« (4 S

FAWSE A AT 25 DAL T 3% 6435 1 25 o 1k
I’m grateful for your concern about the job at our company.
TRAR SRR XT FATT 28 W IX I LA [ RV E o

Thank you for your concern about our recruitment, We shall inform you as soon as we have made our decision.

RO FA TS AR (RO e FRATT Rl R st 2 SL BB SR o

We have known something about you. You know, we have to interview several applicants before we make our

final decision.
PRITEIRATC S THE T o RANTE, FEMUHE B a whoe 2 0 FRAT T il LA FR s N o

TGS AINE, WIS NIZ AL IR o XN G AR T 2 A Xy T A, PIE A 235041 really want this job.
When can | contact you about your decision? Please consider it seriously.” 2 28 ({3 , 3 kf 23 Bt 5 1 [ ik

T M (R TR R
I look forward to hearing from you.
Thank you for your time.

1) How can we get in touch with  you?

reach
contact
notify
BAVEREA B FREUASIERIE ?
I 2 2 R e
AR AR
T ENR
2) We will notify you of our decision by mail.
telephone
email

AT AL BATT I e 3 A7 A5 7 PRI o
AT R S VR IR B 245 T
FAT 2 S LT S35 AR Fee 2 5 R

3) Thank you for your interest in our company.
interest in this job
time

AR IR AT ] S R
U RS 1A A AT X
WK K 5 S )
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4) 1 hope to hear from you as soon as possible.
look forward to hearing

475 2 LT AR
11 BAEE

TR 5 T PUE S BT HE S ) TR AR AL S (a1, — 5 R AR IIALS, 53— J7 T mT DU
A SR EN S o XISt m] DUSR AR I A0 AR IR D688, 38 mT DUk 78— S8R 28 TR I 8 1 25 52
BASIC EXPRESSIONS  JEAf) /i ik

1) Can | help you?
BRI 2

2) May I speak to...  ?
BT LAAT == e - T 2

3) I am calling you to thank you for the interview yesterday.

TRAT HLAE SN T I URIE Rl 2 HF ) il

4) It’s thoughtful of you to call me again.
PREEFFRFT MG R, AR 2],

5) I am just calling to say thanks for the interview.

AT H G A A T ) R N

6) We have narrowed it down to you and two other candidates.

HA C AT B /D BRSNS E T .

7) Do you have any questions we didn’t cover in the interview?

IR BATE I A7 BAT AT W S B i 0L i 2

CONVERSATIONS  £ifi
(A=Applicant  I=Interviewer)

Dialogue 1

I:  Hello, BCD Company, can | help you?

A: Hello, may | speak to Mrs Smith?

I:  This is Mrs Smith, may | have your name?

A: Thisis Sun, and | interviewed with you yesterday.

I:  Hello, Mr. Sun.

A: I am calling to thank you for giving me the interview for the Sales Manager position yesterday.

I:  You are welcome, Mr. Sun.

A: | really enjoyed meeting with you.
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I: You certainly made a good impression on me, as well.

A: |l am very interested in this position.

I: We’ll be making the decision by the end of this week and we’ll contact you as soon as possible.
A: Well, thank you for your time and consideration again.

I:  You are welcome.

I: UREf, XHJE BCD AF], T EHE?
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Dialogue 2

A: Hello, this is Sunlin. May | speak to Mrs Smith?

I:  This is Mrs Smith. Can | help you?

I am calling to say thank you for the interview yesterday.

You are welcome. | am very impressed by your capability.
Is there anything | should do?

No, nothing. It’s thoughtful of you to call me again.
Thank you. Please call me at any time if you have any questions.

: Ok, I will. Do you have any question?

A: No, thank you. Goodbye.

I:  Goodbye.
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Dialogue 3

A: Thisis Sunlin. Is this Mrs Smith speaking?

I:  Yes, what can | do for you?

A: | just want to call and say thank you for letting me interview yesterday.
I: You are welcome, Mr. Sun.
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A: And | also want to know what the status is of the position.

I:  Sorry, we haven’t made the decision at all. But we should be making the decision by the end of this week. And
we’ll get in touch with you once we make it.

A: Do you have any questions we didn’t cover in the interview?

I: No.

A: Thank you, I am looking forward to hearing from you. Bye-bye.

I:  Thank you for the calling. Bye-bye.
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I just want to call and say thank-you for the interview.

I am just calling to thank you for the interview.

1) amvery interested in  this position.
hopeful for
eager for

FEO AU AR SR o

AR Ay B B IX AN IR o

IR By TAE

2) It’s  thoughtful of you to call me again.
attentive
considerate

PREF AT RIS R, H AL 2,
3) Do you have any questions we didn’t  cover in the interview?

mention
touch upon

PRIEAT BAT TR BAT S ] it e ?
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4) Thank you for the call.
mail
interview

W TR
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BASIC EXPRESSIONS  JtAf) M ik

1) I am just calling to follow up on the status of the Sales Manager position.
FAT Ll HUE A ) — NS L BN BRAT IR O

2) We haven’t made any decision yet.

PATEBA WATATIE «

3) Do you have any idea when you might arrive at a decision?

PREPTEARNIA 20 e 2= Al g ey ?

CONVERSATIONS  £ifi
(A=Applicant  I=Interviewer)
Dialogue 1
A: Hi, may | speak to Mrs Smith, please?
I:  This is Mrs Smith.
A: Mrs Smith, how do you do? This is Sunlin. | interviewed with you a few days ago.
I: Yes, Mr. Sun.
A: | am just calling to follow up on the status of the Sales Manager position.

I We haven’t made any decision yet. Although we do have a couple we are looking at including you.

A: | see. Well, | am very interested in this position. And if there is any additional information you need, please

call me at any time.

I: I certainly will. Thank you for calling.

A: Thank you very much, too.
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Dialogue 2

A: Hello, may | speak to Mrs Smith?

I:  Speaking.

A: Hi, Mrs Smith, this is Sunlin. You interviewed me a few days ago.

I: 1 know. Can I help you?

A: lam just following up to see if you have made a decision concerning the Sales Manager position.
I:  Unfortunately, we have been working to meet a deadline. So we haven’t made any decision.
A: Do you have any idea when you might arrive at a decision?

I: I hope by next weekend.

A: Allright, thank you.

I: You are welcome. Goodbye.

A: Goodbye.
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additional #i4h¥)  followupon B
concerning X1, K deadline )RR

WA A
I am just calling to follow up on the status of the position.
I am just calling to see if you have made any decision concerning the position.
1) I am just calling to follow up on the status of the Sales Manager
position. Personnel Manager
Area Representative
Personnel Supervisor

AT PR AR — N BB IXANERAL SRR UL .
N3
PECTRAES
N34
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2) If you )¢ e made a decision concerning the Sales Manager position, ......
about
with regard to

R TR R LA T i, oo

3) Doyou have anyidea when you might arrive at a decision?
know
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BASIC EXPRESSIONS  JtAf) M ik

1) I’d like to tell you that you can come to work for us.

FAE AR AT DORBAT A= AT .

2) I am sorry but | just accepted another offer that | feel is more suitable to my needs.

IR, e 7 AT AT & AT 2 A

3) | really appreciate your offer, but | must decline it.
A IR BT A A s, (R E4EX A T

4) Frankly speaking, | have been thinking that the position is not right for me after the interview.

e, s XA A 5 3

5) I really think that position suits my education background better.
I AP ERAL G S R BE 1 5.

CONVERSATIONS  £ifi
(A=Applicant  I=Interviewer)
Dialogue 1
I:  Hello, is that Mr. Sun? This is Mrs Smith with ABC Corp.
A: Yes, this is Sunlin.
I: 1d like to tell you that you can come to work for us.
A: Oh, I am sorry, but I just accepted another offer that | feel is more suitable to my needs.
I: Isee.
A: I really appreciate your offer, but | must decline it.
I: You are welcome. Please call us if you change your mind.

A: 1 will. Thank you.
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Dialogue 2

I Mr. Sun, this is Mrs Smith at ABC. | am calling to offer you the Sales Manager position. | am wondering if
you are still interested in it.

A: Frankly speaking, | have been thinking that the position is not right for me.

I: Really, what changed your mind?

A: I think there is too much responsibility for me. | wonder if | can handle it.

I:  1amsure you can.

A: But | have my doubts, and | don’t want to accept a position that | don’t think | will be happy in.
I: You are right.

A: But thank you for the offer. Good luck.
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Dialogue 3
A: Hello, this is Sunlin, may | speak to Mrs. Smith?
I:  Yes, this is Mrs Smith. Mr. Sun, have you received our letter?
A: Yes, Mrs Smith. | am just calling to thank you for your offer. But | am sorry to tell you | have accepted
another position.
I May | ask why?
A: | really think that position suits my educational background better. What’s more, that company will supply
me with an apartment, you know | haven’t my own house and I have to rent.
I: 1see.
A IREE, B, JAT BURT 2 i 2 gRing 2
DR S . AN, PRI FRATIGS IR AT T 2
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I .

suitable AI&E[M), AHECH)  offer  $igfit
decline 4t handle Ab#i
supply sb with sth ff:5y, $24t  rent F1H
Your words should be professional and courteous [ #L3}[11]. You may be turning down this position, but you
might want to be considered for future opportunities. Savvy [ %] job seekers use every possible chance to thank
each person with whom you interviewed and wish them and their company continued success.
1) I just accepted another offer that | feel is more suitable to my needs.

more right for me

more interesting to me

TNHEZ T 5 —maess  ERewie i Z Lk,
ik
et

2

2) | don’t want to accept a position that | don’t think I will be happy in.
offers me too little salary
can’t supply me with an apartment
TAER ISR IUR LA,
— R Hi KK D
ANEE N B AT 5

38



