Job Interview

Goals

Knowledge Goals

Grasp the ways of hands wanted.

Learn some basic terms about job interview and be familiar with the questions asked during
the job interview.

Grasp the dress etiquette in a job interview and pay attention to body language.

Learn to write an English resume and a letter of application.
Ability Goals

Be able to succeed in an interview by reading want ads, writing cover letters, making a

resume in English, dealing with a job interview in English and reading contract terms.

Case

Mary, majoring in English in Jilin University, will graduate soon and she is in the job
hunt. After knowing about the variety of jobs, she has determined to be an English secretary.
She begins to study the stress-free job hunting guide, self-assessment in a job, career planning,
four steps to get you out of job hunting fast and get you working, body language, dress
etiquette, questions asked in the job interview and so on and learn to write an English resume

and a application letter for an interview as a secretary.

Topic Reading

1. Variety of Jobs

There are various jobs in our daily life, which include secretary, managing director,
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personal assistant, accountant, receptionist, typist, I'T manager, warehouse manager, driver,
marketing manager, hotel staff, catering waiter/waiteress, teacher, factory worker, interpreter,
administrative assistant, market researcher, sales representative, pharmacist, actor/actress,
journalist, policemen, computer design and application staff, accounting assistant, accounting
staff, administration staff, buyer, clerk typist & secretary, manager assistant, market analyst,

marketing representative, and so on.

Exercises

Among the jobs, which one is your favorite? What else do you like better except the

above-mentioned jobs?
2. Stress-free Job Hunting Guide

Time, effort and knowledge are main factors in hunting for a perfect job for an individual.
Before beginning your stress free job-hunting process, you must first consider the following
points ;

(1) Know what type of job you would like to apply for. Consider your interests, work
location and job shifts. If all these fit the category of the job opening available, it would be the
best to proceed with the application process.

(2) Prepare a document or career portfolio possibly needed. Several copies of your
resume, transcript of records and any certifications should be ready for immediate submission if
needed.

(3) Know where to look for job postings. Below are some sites for job hunting.

Internet. The Internet is one of the most widely used searching options. Web surfing for
available jobs is not only less time consuming than personal appearances to inquire at the offices
but also the cheapest form of job hunting.

Newspapers. lt is one of the most commonly used searching medium. Local newspapers
advertise jobs that are within an applicant’s commuting distance. Usually jobs available are
regularly printed.

Career or job centers. Though fully loaded with vacancies, these companies usually
offer jobs for the younger applicants from agel6 to 18.

Job listings are frequently updated; therefore regular visits would ensure the applicants of
new job postings.

Periodicals or magazines. Professionals are best advised to look for jobs on magazines
since employers that would want to hire the same would advertise on such journals.

Offices. Most applicants may directly go to the office to look for vacancies and then
directly submit the resume or other relevant documents to the respective division that receives

such documents.
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Exercises

Job hunting is important. Especially, it’s hard to find the above stress-free job hunting
guide. Study it carefully, learn it by heart and use it in job hunting. Most important of all, you

should consider your practical situation.
3. Self-assessment in a Job

Before applying for a job, you should know self-assessment. For example, working
carefully, having a strong sense of responsibility, being upright, daring to adhere to principles,
acquiring professional knowledge and technical ability specialty, being good at discovering
problems, having fine language expression ability, having abilities of organization, coordination
and leadership, looking at a good salary and fringe benefits, looking for opportunities of
promotion and advancement, becoming an interesting and supportive co-worker, looking for
recognition for a job well done, helping with your personal problem, doing interesting and
challenging work, minding about job security, creating good working conditions, ensuring

loyalty to employers and being consulted on decisions affecting your job.
Exercises

It's essential and important in assessing yourself in a job. According to the above

statement, what have you learned? Do you know how to evaluate yourself correctly in a job?
4. Career Planning for You

When it comes to planning your career as a student, you should stay open to all options
that you hear, even if you know that you want to do nothing of the sort. It is important that you
go for your dreams in order to feel happy and fulfill with your life.

As a student, you may find it’s hard to keep the grades up, but you have to think about
the grades as part of your career planning. The higher your grades, the more options or leeway
you have with finding a career. It is important that you know what you would like to do when
you are in college.

You should not allow your parents to force you to be a certain type of person. You should
find strength in all the research to do about the job field by yourself and you will also find that
you can get a lot of empowerment when you go for something that you really would like.

As a student, you will want to take a lot of steps to plan your career. You will find out that
planning a career is very difficult for you to do, especially, when you are going to constantly be
changing your mind and your life goals.

As a student, you can overcome all of your challenges by doing some researches. The

more knowledge that you have the better opportunity that you will be able to have.
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Exercises

You know planning your career is very important during your life. Do you know how to

plan your career?
5. Four Steps to Get You out of Job Hunting fast and Get You Working

Right now you need a job with great urgency. Age is no longer a real factor. What’s the
problem? I believe the answer can be found simply in yourself, because each one of us has
certain skills, talents, or god-given abilities. These things are self-evident to you. The reality
is that you are that great and so is everyone else!

The first step is to step out of the comfort zone of looking for a job. Why do you need a
job? A job, to most people, is an opportunity for you to trade your work hours and skills for
money. That’s the reason why you need a job.

The second step is to believe in your own self. If an employer would hire you for your
skills, you should hire yourself.

The third step is to BE REAL. If youre finding the current job market hard to crack,
you’re not alone. Realize that your bills still have to be paid.

There are two reasons. 1) Everything you look at under the “work at home” idea sounds
like a crackpot idea or a scam. 2) Have faith in yourself. Every business owner you trade
money with took this step forward and had faith in themselves and in their ideas. You can too.

The fourth step is to TAKE ACTION. Taking action means to try a different direction. Put
faith in yourself and give it your commitment. If you have specific talents; you can “sell” as an
independent contractor, and then PROMOTE yourself.

Lastly, once you’ve been at it for a while, your confidence, pride, and belief in yourself

had created a stronger and happier person. I know. It did for me!

Exercises

Mary wants to apply for a job and gets to work after graduation. So she surfed the Internet
and found the four steps to get out of job hunting fast and get her working. Do you want to know

something about the four steps? What are they?
Notes

1. when it comes to 425 ; 5f--- - mie

2. career planning A= JEFLKI ; BV EE Kl

3. You should stay open to all options that you hear, even if you know that you want to do
nothing of the sort.
B AR RN AR AN REABOIR ol 5, (E R R W 28] 1) — DD e 45, BB HF T I AR B

4. keep the grades up {RFFIf N 5:

5. The higher your grades, the more options or leeway you have with finding a career.
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IR0 , e AR R P R 2
6. It is important that you know what you would like to do when you are in college.
BRI R IE R A AR
EE . 7EAJAY It is important that... /7, that P\ /A] T8 TEHE 402 FH B2 105, Bl “ should +
A JFIE” | should ] LI2TEE . /) 8§ (49 important 1] A4 i, natural , necessary . essential
(AZLY) \desirable (4 NTHELMY) 55
7. You should find strength in all the research to do about the job field by yourself.
PRI % 32K Sk B R HR Y o
8. changing your mind and your hfe goals PUAZVR AR 2 AT 1 H bR
9. Four Steps to get you out of JOb hunting fast and get you working.
VA AT LR R A ROR U3 3 TAE
10. with great urgency &l 4JHb,
11. Age is no longer a real factor.
AR AT RN R
12. Because each one of us has certain skills, talents, or god-given abilities.
P FA 1B AHRAT — LB R A RE BRI
13. The reality is that you are that great and so is everyone else!
S ARIR A o, A it
14. The first step is to step out of the comfort zone of looking for a job.
S IeE I NER A, SR TAE,
15. If you're finding the current job market hard to crack.
TSR 30 2 A BRI AR MES T TR T
16. Everything you look at under the “work at home” idea sounds like a crackpot idea or a
scam.
MTER TAR B BER T ), X W R A U S PR 2 D — A B =) o
17. Have faith in yourself.
MfEAC.
18. Every business owner you trade money with took this step forward and had faith in
themselves and in their ideas.
B S IRA EE AR I Al AR 2 X 20 ZME A O HME H O AR,
19. The fourth step is to TAKE ACTION.
SRR IATE
20. Put faith in yourself and give it your commitment.
HEAC ., AT K,
21. Tt you have specific talents, you can “sell” as an independent contractor, and then
PROMOTE yourself.
IRURAT R A RE , ATVE NS RS NS A C

22. Lastly, once you’ve been at it for a while, your confidence, pride, and belief in yourself



WEEEELR) |

had created a stronger and happier person. I know. It did for me!
HJE R — B T, — B 2 05 AR O A S AE, S bR R R
IRo RTFRUL, WA

New Words and Expressions

managing director MRS EE
personal assistant YN f@;ﬂ\}\@l‘lﬁ
IT manager BRE AL
warehouse manager CRELH; i
marketing manager DERZE: R e
catering [ 'keitorin | n. HRIPE R 5 PR SR 45
administrative assistant 17 B Bh PR

market researcher A 5

sales representative HEMRER 5 &35
marketing representative AR BEHAE
pharmacist [ 'farmaosist | n. 2557 Ui

computer design and application FEL i 1 5
accounting assistant 27T Bh B

accounting stall Z3THRHR
administration staff (A ONA

buyer K 5 R 51

clerk typist & secretary CAS AT DU
market analyst %54 it

stress-free [ 'stres'fri; ] adj. TCIESIHY

job hunting A SRR

stress free ToH I

job opening U 25 g

category [ 'kaetigori | n. s 28 [ 5] u s
proceed with Yttty

career portfolio AETETI AR S A R R
portfolio [ port'fauljou ] n. NSO U
submission [ sob'mifon ] mn. BB 332 (W) 5 IR
job posting TAEA A LA
web surfing R P 5 X 24 iR
transcript [ 'traenskript | n. G YA RIS
time consuming adj. FELR Al Yy
commuting distance SEEIJEER

job centers Bl R 55 Hue
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vacancy [ 'veikansi | n. 230k 5 A3 AL

load with v. BRI

job listings AR TARSR
update [ 'apdeit ] L. O BEE B IE
periodical [ \piori'odikal ] mn. WA ks

journal [ 'dzomnal ] n. H R s Z9ds ;s 09

submit [ sob'mit ] vt. PR IR 5 5k i
relevant [ 'relovont ] adj. AW

respective [ ri'spektiv | adj. i 4 H
self-assessment H T IEA

apply for TR HH

adhere to A A P
coordination [ kouo:di'neifon ] n. [F4% ; 1

look at B ERT

fringe benefits M A

promotion [ pro'moufan ] n. T W

advancement [ od'va:nsmont | n. ek ek %
supportive [ so'portiv] adj. SRR AR

consult [ kon'salt | v. SRR CIRREEE T A
empowerment [ im'pauomont | n. VEA] 5 524

constantly [ 'konstontli | ady. AW HbL 5 B 5 b
overcome [ .ouva'kam | ut. TER ;s

self-evident adj. AT MG s AN UE A BHARY

Situational Dialogues

Dialogue One

Scene . Mary is talking with Mr. Henry Smith about interview skills.

S: Mr. Henry Smith M. Mary

M. Hi, Mr. Smith. I heard that you are an expert about interview. So do you mind if T ask
you some questions?

S: I'm fine. Go ahead with your questions, Mary.

M. If T go to a foreign company for an interview, what kind of questions would they ask?

S: Well, they may ask you why you want the job. Let’s say you want to be an international
trader, and then how would you answer that question?

M. I guess I would say that I love this job and I am capable of doing it well.
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S:

M:

OK. In my opinion, you can say China is a mass country and is developing very fast with
its international trade reviving. I want to get involved in business because it is growing fast

and I can grow with it.

: Wow, what a great ideal But what if I wanted to be a teacher or someone else? How can |

answer it?
Well. Generally, there are two aspects you can say. One is from the society and the other

is from you. That’s usually the rule.

: OK. Now the second question. What should I say if the company asked about my salary

expectation? Would it be fine if I told them the figure?
No. It would be much better if you say that I work in your company and you must know
very well how much I should be paid. And I am sure, after I work in your company for six

months, you will find that I'm worth more. The rule is that never tell the specific figure.

. Oh, I've never heard of this.

You know, companies usually ask some negative questions, for example, do you need
training before you work? Or what is your weakness? If you say yes, that means the
company has to train you and takes time. If you say no, obviously it’s not true. And it is
not wise for you to tell them about your weaknesses. So, usually you should try to make
positive answers. You can say, for instance, “if 1 were assigned to work with my
colleagues, 1 would try my best to do it well and at the same time I would value the training
opportunity given to me working hard and finish my work on time because I do love the job

”
and company.

. What a smart answer!

Yes, companies would ask you questions to see the way you think. So never stay silent
when having an interview. Try to come up with something related to the questions. When
they ask you “do you have any working experience?” If you don’t have any, don’t say no.
You may say “yes, I do. My study is my work. I get up early and go to bed late. 1 deal
with different people and suffer a lot of pressure. It’s much like doing a job. ” Of course, if
you really do not know the answer, just say “Sorry I don’t know” , because companies

sometimes will appreciate your honesty and courage.

: Yes, I think interview is like an art. It’s interesting. I have learned a lot from you. Thanks

for your time.
Welcome. Wish you would like it. If you have any questions or suggestions, please E-mail
me, hello. hil8@ yahoo. com. cn.

Thank you once again.

Notes

1.

...I'am capable of doing it well.

------ FRBEMATIRAS o
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China is a mass country and is developing very fast with its international trade reviving.

i — AR, K, [ PR 5 5 IEAEE 2%

. 1 want to get involved in a business because it is growing fast and I can grow with it.

AR A RS T (X5 lk, FoFE R R E, A CBiERZ N,

. what if... g5 W/ =2

5. What should I say if the company asked about my salary expectation?

Q2R FRF TR O, BAZEAE [ 2 7
The rule is that never tell the specific figure.

JEU AN B HAR R R

. Try to come up with something related to the questions.

BOL SRS ISR SC A 5

New Words and Expressions

revive [ ri'vaiv | i DI NG

aspect [ 'espekt ] n. FEF AR, S #hAS
expectation [ iekspek'teifon ] n. WA THH , By 2E , f5 8
specific [ spe'sifik ] adj. TR MRS A 00 ; WA Y
negative questions TH A )

positive questions FEUR m]

predict [ pri'dikt | . TR 5 P05 5 PR

for instance foiln ;B an

come up with PEH &L

relate to B MK

Dialogue Two

Scene: Mary is having a job interview with Mr. Smith.

M.

=r =2

= »

Mary S:. Smith

How are you, Mary?

: Fine, thank you Sir.

Now, please tell me about yourself.

: | graduated from in Chung Hsing University, majoring Administration. During those years,

I also took some conversation courses in a language school. After I graduated, I spent two

years as an assistant in the foreign sales department in a computer company.

: How would you describe your personality?

: I am willing to make friends with people, and I would like to know what they need and help

solve their problems. In all, 'm not shy talking to people.
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S: What’s your expectation towards this job?

M. Apart from rich work experience and salary, I also expect to learn more about other
countries’ culture and attitude towards life. 1 like the feeling of sitting in the office and
being able to make friends with people from different countries.

S: Are you willing to work overtime about three times a week and also on the weekend
sometimes?

M: Since I am young and have no family, I want to take every chance to learn and participate
in any affairs I can.

S: Good. But if you happen to have some problems and you find no one in our department to
help you right then, what can you do?

M: If the problems are from our customers with our products, I will try to consult our
engineers. If I can not find help from them, I will try to read the manual to solve the
problem.

S: Very well. So where do you see yourself in five or ten years?

M: If 'm lucky enough to have this position, I will endeavor to know whatever a sales
representative should know and hopefully move into a sales management position step by
step.

S: When can you start? Next Monday is ok?

M: Yes, I can.

S: Thank you. I'm glad to talk to you today. Please wait for us to contact you. Miss Chang will
show you the way out. Good bye.

M: Good bye.

Notes

1. T graduated from the Administration Department in Chung Hsing University, majoring
Adminstration.

FH T HMRAATEAT BER
2. During those years, I also took some conversation courses in a language school.
Rl JA e — Frils 5 AR i B i — e 2 R AR
3. How would you describe your personality?
PR R A~k
4. In all, I'm not shy talking to people.
ST 2, AT T HAAE
5. What’s your expectation towards this job?
PR} X TARA A 2157
6. Are you willing to work overtime about three times a week and also on the weekend

sometimes?

PRIE R — M ALFER A INPE =3, A B R R A i gEng 2
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7. So where do you see yourself in five or ten years?
2 AR A CAE S AR5 10 455 28 AR

8. If T am lucky enough to have this position, I will endeavor to know whatever a sales
representative should know and hopefully move into a sales management position step by
step.
AR BEAT SE UL AN IR, FR 85 ) 1 AT AR b 55 AR 3R 07 12 Y 05, O B A B e
— B TR 55 A B AR

New Words and Expressions

personality [ parsa'neliti ] n. APk
overtime [ 'auvotaim | n. JInBEE[A] adv.  TERRERT[E] 22 4b
in all B, Bt
manual [ 'maenjual | adi.  FITREM n Ft; e/
a sales representative W&
a sales management position M55 2 PRERA
step by step B
Exercises

Suppose you are a graduate from a higher vocational college who majors in Secretarial
Studies. Please practice making job interview dialogues with your partner and then change roles

to do the exercise again.

Writing Skills

Resume

Whether you want to find a new job or you’re making a drastic career change, a resume is
necessary for your job hunting. When writing a resume, you need to clarify what position you
are applying for and highlight your qualifications and skills. A good resume should provide the
following information ;

A) your personal data and your objective;

B) your education including degree or certificates, and courses;

C) your work, paid and unpaid, full time and part time;

D) your skills, such as languages spoken, computer and so on;

E) a short summary of qualifications;

F) your awards and hobbies if you want to put it to paper.

Sample One

Resume

11



12

WEEEELR) |

Resume

Tedy Chen
Personal Data
Sex. female Health: excellent Height: 167cm Date of Birth: March, 1981
Tel: 1347582 ##*% E-mail: Tedy **chenl008@126. com Msn: Tedy #*chenl008 @ hotmail. com
Objectives
overseas sales or manager
Language Skills
English: fluent in speaking and excellent in writing and listening; holder of the certificates of CET-6 and
PETS-5.
Computer Skills
Good user of Office software, E-mails, internet resources and can make daily maintenance for personal
computers.
Work Experience
Sep. 2006 — Oct. 2007
Overseas Sales in Best Electronics Co. , Ltd.
To take care of requirements and orders from existing buyers in Asia & America; continuously develop
new buyers; be in charge of the whole process of foreign trade.

Sep. 2005 — Sep. 2006
Sales Assistant in Tonward Corporation, China Office
To expand new business partners, make business negotiations, execute and process sales orders, ensure

on-time delivery, and solve buyer’s complaints.

Mar. 2005 — Sep. 2005

Sales Coordinator in Group Batax Ltd.

To help execute orders, ensure delivery on time, provide after-sale service, translate database from
English into Chinese and handle related files.

Education Background

Sep. 2001 — May 2005 Jiangxi Normal University

Majoring in Business English with Bachelor’s degree.

Characters

open-minded, creative, confident, cooperative, efficient and responsible.

Sample Two

Resume for a job

RESUME
NAME Wang Hua TEL 024-24356 s
E-MAIL Wanghua #%23456@ yahoo. com

POSITION DESIRED Bilingual Secretary

EMPLOYMENT RECORD Sept. ?007 — Dec. 2007 Sales represe.r.l.tatlve for Balshl Electric Company,
part-time Aug. 2008 Volunteer for Beijing Olympic Games

2006—2009, Fudan University

EDUCATION
Majoring in Bilingual Secretary with Bachelor’s Degree
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Continued
PERSONAL DATA

BIRTH DATE March, 1986 PLACE of BIRTH Tieling City

HEIGHT 165¢m WEIGHT 54kg

HOBBIES reading, singing and writing

Words Used in a Resume

mature [ ma'tjus ] adj. A
dynamic [ dai'naemik ] adj. SR 1T
honest [ 'snist ] adj. WY H NER:D]
excellent [ 'eksolont | adj. MFHER A R
resourceful [ ri'sorsful ] adj. I AONVIR//WIDE X=1:0]
ability [ o'biliti ] n. REJT AN FfE F T
flexibility [ fleksa'biliti ] n. 2 (1)) M 5 1 A | R T
elegant [ 'eligant | adj. PUAE R 5 IXURE B9 5 HE S0P
pressure ['prefa(r) ] n. JE 3% (W)
bright [ brait | adj. HE A ) 5 HILER 0 s PSR Y
aggressive [ d'gresiv] adj. Peiiek i) 5 R IR I
applicant [ 'eplikont ] n. HIH N IR & i
ambitious [ @m'bifos ] adj. R R ISR s A B0 AY
energetic [ iena'dzetik ] adj. K IR, TR TS 1Y
initiative [i'nifiativ] adj. IR 12509 s B &)
determined [ di'tormind ] adj. WP 5 BRI 5 B 2 7
efficient [i'fifont ] adj. AR s A RETTHY ; REFEAT 1Y)
foreign-funded enterprise HhgE el
marital status WS HRAR
major n. Ll ; FER
minor n. HifsRH
scholarship n. A1 o
interpretation n. B

Expressions for making an English Resume

1. excellent ability of management #} 3k it % B G

2. ability to work independently FE#&HH 37 TAF

3. mature and high sense of responsibility ~Fa 5, BAA 5 E 31
4. good communication skills K ¥fA9%8 Rty e

5. willing to work under pressure &= 1E)E ST F TAE

6
7

. leadership quality 4% 5% 2 [Fi
. willing to assume responsibilities 53 ¥k H
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8. strong interpersonal skills F & i AFRoc 5315

9. strong determination to succeed 3RS L) 1% 8 B>

10. strong leadership skills 3R A94H-F 25 AR

11. ability to work well with others Ef% [R]{th A —E R4 T AE
12. a great team spirit fR 5 %) 1 BAAE #

13. be highly organized and efficient TA/EfRA KB, IDFHRCR
14. willing to learn and progress %> FE

15. good presentation skills [ i) FR ik

16. nice personality PEA% &f-

17. having good and social connections B AG B I 1fh2 0 &
18. having good analytical capability 75 #¢5& A3 T HE

A Letter of Application

Having prepared a resume, you need to write a cover letter to highlight your
qualifications, competence and answer the questions of the prospective employer. You should
state clearly what position you want, and tell what abilities you have. It should provide your
bright information as much as possible. A well-written letter of application may insure prior

consideration and a better chance of an interview.

Sample One

A letter of job application

(time)
Dear Sir or Madam,

From an advertisement on newspaper, | got to know that your company is in need of a secretary. 1|
would like to apply for that job.

I am a student of business management in Bohai University. My name is Li Min. I am twenty-three
years old and will graduate in July. I have learned English for almost ten years, being good at it and having
passed CET-4. I have been an English editor of our department’s English Paper for two years. My grades
are among the best in our department. I can take dictation at the rate of 150 words per minute.
Furthermore, I can operate computers and other equipmeufs[ L1][12].

I like office work very much. I would appreciate it if you offer me the chance for an interview. I look

forward to your call at 024-8973 sx#xor your letter to the address of Vicky #%9209@ yahoo. com.

Yours faithfully,

Sample Two

A cover letter
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(time)

Dear Sirs,

Yours sincerely,

I would like to answer the advertisement you placed in “China Daily” for a tour guide.

I will graduate from Shenyang Normal College with a Bachelor’s degree in July. I major in tourism that
has widened my horizon. I have got excellent scores for my studying. I can read and speak English very
well and have passed CET-4. 1 can also speak a little Japanese. I enjoy meeting people and showing
Chinese culture to others. I was a part-time guide in Shenyang Forest Wild Zoological Garden.

I know a lot about your agency and hope to work there. Enclosed is my resume with my detailed

information. Thank you very much for your time and consideration.

Words and Expressions Used in Cover Letters

endeavor
appreciated
appreciate
curriculum vitae
reference
consideration
recommendation
response
enclosed

attach

apply for
application for
expertise
position
graduate

part-time

full-time
background
work experience

personality

[ 'm'deva(r) ]

[ o'prizieit |

[ 'refrans |

[ konsida'reifan |

[ rekomen'deifon |
[ ris'pons |
[o'teetS]

[ ekspa'tizz |

[ pa'zifon ]
[ 'greedjueit , dzueit |

[ 'bakgraund |

[ iparsa'neeliti ]

Sentences Used in Cover Letters

1. T am very delighted to know that you are seeking an English teacher. I hope to offer my

service.

vi.
ut.
n.
n.
n.
n.
n.
adj.

L.

L.

adj.

ady.

adj.

(5w #EM) %187
TR
RT3 I R
J& g 5 18

Z2% EWIE (A D) E(N)
%8

Wetd N3N 4
A5 Il (R &

B 11

S oy R S o <l
HiE (Bhinl ki)

SR A @AY
LR (IR
(Ft23) Hufor s HAAE VHR
BT T ERL
SR, FR Sy I 1Al Y
BB B 1a], SR b
SRR A s AR
HEG IR ER
TAEZS; TAEZ SR LI
AN 5 RS s AR i

15
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10.

11.

12.

13.

14.

15.

16.

AR AR5 R IEAE AR ISR 200, HE I

. Please consider me for the position of CDMA system engineer that you advertised in “China

Daily” on June 5.
AT 6 5 HAECH E HA) RIS 4000 CDMA 48 TR, A R N EE

. Your advertisement for a sales manager in “China Daily” has interested me very much. I

think that I am qualified for the position.
AN BERFZECT E H i) R a2 A E R R BOGER, RAGE S S8 5t
A2

. I am twenty-eight years old, female, and have four years’ experience in a foreign trade

company.

ARN28 B, Lo, A —FAN A AR 4 4F

. Since my graduation three years ago, | have been employed in a limited company as an

accountant.

3AFRT, Bk AR , FAE— KA RSULA R L &1

. I am just leaving university, and am looking for a job as a translator.
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. I am a graduate student in the Chemistry Department of Nanjing University, majoring in

applied chemistry.
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. I have finished my three years of study this summer and got a diploma in Business English.
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. I have a good command of English.

AN FARIEE
I am experienced in operating computers and adept at computer programming.
ARNBPGEAET M, ABIT AL TE
I have rich experience in word processing and editing.
AN AL BN TARA F R Es .
I am quite willing to serve on trial for several months at small salary.
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I am willing to start with a monthly salary of 1,500 Yuan.
A NS EAUBCA #1500 JTHYEFH

I could be available for an interview at any time.
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Thanks again for your time and considering my application.
PO A IR 18] P B R

Enclosed please find my resume in English and Chinese.
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Task One Job Interview

Exercises

Directions: This part is to test your ability to do practical writing. You are required to
write a Letter of Application based on the Chinese given below. You are not supposed to translate
the letter word by word. You should write no less than 80 words in the Composition Sheet.

R ok 2011 4F 2 A 3 B E HAR)

SKIAFE . Tom Smith, JiRiiF %l 74,2004 AERK G52

HALE . B3

BOR: RUFER L, KRG S VA ESCHRREE TR IR 2 A TAR 2 5 5 .

AEFEEUE LE AT AN SRR H WE4 : 200000
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Maintenance and Management of Office
Environment

Goals

Knowledge Goals

Grasp the essential elements of the composition of office environment.
Know the basic requirements and three principles of arranging offices well.
Learn about the management and security check of office area.

Learn to write a telephone message, e-mail and questionnaire.
Ability Goals

Be capable of maintaining and managing office environment properly.

Be able to write a telephone message, e-mail and questionnaire.

Case

After the job interview, Mary worked as the executive secretary to the general manager in
Ming Hui Clothing Limited Company. One day, Mary was going to print a document in color
copy paper and prepare to plug into the socket of the color printer when the socket sparked.
And suddenly the electricity was cut off in the whole office. After the electtician returned
everything to normal, Mary began to clean the office and was aware that she should have

changed the broken socket earlier.

Topic Reading

1. The Composition of Office Environment

An office is secretary’s main working place. The maintenance and management of office



environment is one of the secretary’s job duties. The office environment with rational
distribution which is peaceful, graceful and tidy can create a good working atmosphere,
improve working efficiency and establish a good corporate image.

Office environment refers to the comprehensive atmosphere of office components such as
layout, color, light, sound and odor and so on. It includes hard environment and soft
environment. Hard environment, i. e. natural environment, refers to seven items which is
office green environment, air environment, light environment, color environment, device
environment, sound environment and security environment. Soft environment, i. e. social
environment, means office interpersonal environment. The maintenance and management of
office environment mainly refer to office hard environment. The secretary should not only adapt
to environmental change but also improve and create a good environment. The main factors of
office environment are office layout, office landscaping, office ventilation, office light sound

and security.

Exercises

Do you know something about office environment? What about the composition of office

environment?
2. The Basic Requirements of Arranging Offices

The questions of light, airing, beauty and convenience should be considered in arranging
offices. Specifically, the requirements for healthy and safe office environment are as follows;

¢ The office building must be solid and safe, the floor, walls and ceiling of which must be
clean and tidy. Doors and windows can be locked and easy to open. There should be a
basic decoration indoors.

¢ Office light should be adequate and local lighting can meet the requirement. Office
lights are not shimmering. The windows with direct light should install curtains and
should be kept away from the reflection of computer screen away.

¢ Keep the suitable temperature. Set cooling or heating tempreture corresponded with the
weather. Room temperature had better be no less than 16°C.

¢ Office layout should pay attention to air circulation and air quality.
Smoking is forbidden in offices. Smokers can go to smoking section if necessary.

¢ Keep the space between the cach working unit appropriate.

¢ Office noise should be low. Make use of barriers, carpets and noise enclosure to reduce
noise.

¢ Office furniture, including desks, chairs, all kinds of storage devices and necessary
locks should satisfy the needs of work, health and security.

¢ Office facilities, office supplies and consumables should meet the requirements of work,

health and safety, including telephones, computers, stationery and public equipment
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and so on.

¢ The installment and operation of office facilities should meet the demands and operating
instruction and the do’s and don’ts should be clear.

¢ Office areas and offices should set corresponding fire-fighting facilities, devices and
necessary alarm devices.

¢ The drinking water must be safe and healthy for staff to drink.

@ Office areas or offices set aid kits and change regularly.

¢ Establish essential rules and regulations, including personnel system and confidential
regulations and so on.

¢ The office decoration, identifier and suitable plants should be in line with the

oranizatiou goal.

Exercises

How many basic requirements of arranging offices are there? Can you tell us some of them?
3. Three Principles of Arranging Offices

¢ Be helpful to communicate. Keep staffs communicating adequately so that the
information within the organization can flow timely and effectively to make all the
departments operate coordinately.

¢ Be convenient to supervise. Office decoration must contribute to self-monitoring and
internal supervision in order to reduce mistakes to a minimum.

¢ Be comfortable and coordinated. 1t’s a fundamental principle in decorating offices.
Coordination includes spatial distribution, the color of the walls, indoor lighting, and
space size and so on. Coordination is the precondition, a much more important factor,

compared with comfort.

Exercises

Please talk about the three principles of arranging offices.
4. The Management of Office Area

In an enterprise, the secretary should be clear that there are three work areas, that is, the
manager’s work area, the secretary’s work area and the public work area which should be
supervised whether the secretary is in the same office with the manager or has his own office.
The specific diagram of office environment management is as follows.

Reach the company in advance—maintain and manage the manager’s work area—check
contents—inspect the public work area during the working hours regularly—before coming off

duty, tidy up and check the work surroundings and remove safeness troubles.



