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Part One

Knowledge to Know

1. What should you prepare for a job interview?

2. Tick off the appropriate behavior for a job interview.

() Being late for the interview

) Wearing a miniskirt
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* Vocabulary

Level I
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personality /ip3:rsa neelati/ n.

assistant /2 'sistant/ n.
graduate /'greedzust/ n.
/'greedzuert/ v.
interview /'mtarvju:/ n.
resume /irezu mev/ n.

major / merd3ar/ n.

outgoing /aut'gouln/ adj.

FR

communicate /ko 'mju:nikert/ v.

knowledge /'na:lid3/ n.

experience /ik 'spirions/ .
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) Greeting people with a firm handshake

) Standing up to greet people and sitting upright
) Asking about the salary at the beginning of the interview

Level 11

W%
scholarship /'ska:larfip/ .

review /r1'vju:/ v.
position /pa'zifan/ n.  HRAZ 5 v B
basic /'beisik/ adj. FEARY
qualified /'kwa:lifaid/ adj.
professional /pra'fefanal/ adj.
H & $)

improve /im'pru:v/ v.

AR
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daily issue
P, ek
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probation /prou 'beifan/ n.
certificate /sor 'tifikat/ n.
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* Useful Sentences

A. Self-introduction HIR/ G ----cmmmmmm e mm e a

* My major is Business English.
* ’ve received a scholarship every year.
¢ [’ve held a leadership position in my class.
* I’m also a member of the school dance club.
¢ [’'m hard-working, outgoing and friendly.
B. Talking about skills JRIHIAE -~ - == -------cm oo
* I’m good at office software.
e ’ve passed PETS Level 3.
¢ | can communicate with people from different countries in English.
¢ | have some basic knowledge of doing business with foreigners.
C. Talking about work JRIE T A == -=---mmmcmmm e e oo e
* Why do you want to work for our company?
* Working with your company would provide me with a good chance to use my
knowledge and improve myself.
e There’s a three-month period of probation.

D. Talking about work experience RIS TA/ELKS - --cmmmmmmo e ea o

* Do you have any work experience?

* Have you ever taken any part-time jobs?

o [ worked in sales at the Canton fair for a month.




Unit 1

Part Two Videos

Scene One

7

Read the following scripts before you watch the video.

(David Grant, General Manager of Guangzhou Bester Trading Company, wants to

employ an assistant. Tracy, a graduate from the Guangdong Foreign Trade School, is

granted an interview. While Mr. Grant is reviewing Tracy s resume, she arrives at the door.)

Tracy:
Mr. Grant:
Tracy:
Mr. Grant:
Tracy:
Mr. Grant:
Tracy:

Mr. Grant:
Tracy:
Mr. Grant:
Tracy:

Good morning, sir.

Good morning. Sit down, please.

Thank you.

You must be Tracy? I’'m David Grant, General Manager with this company.

Yes, I’'m Tracy. Nice to meet you, Mr. Grant.

To start, could you please tell me something about yourself?

Sure. I am studying at the Guangdong Foreign Trade School and will graduate
this July. My major is Business English. I’ve received a scholarship every year.
I’ve held a leadership position in my class and I’m also a member of the school
dance club.

That’s very good. How would you describe your personality?

I’m hard-working, outgoing and friendly.

Do you have any hobbies?

Yes, I like reading and traveling in my spare time.

/7

1. Watch the video and decide whether the following statements are true (T) or false (F).

1. Tracy will graduate this coming July. ()

2. Tracy majors in Marketing. ()
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3. Tracy is a member of the school dance club. ()

4. Tracy likes watching TV a lot in her spare time. ()

5. Tracy is a leader of her class. ()
2. Complete the form with Tracy’s personal information.

school major graduation time personality hobby

3. Work in pairs. Discuss the following questions with your partner.

1. How would you describe your personality?

2. What will you wear for a job interview?

Scene Two E]NT ]

7 =

Read the following scripts before you watch the video.

(The interview continues.)

Mr. Grant: What skills do you have?

Tracy: I'm good at office software. I have some basic knowledge of doing business
with foreigners.

Mr. Grant: Do you feel you are qualified for the position?

Tracy: Yes, I think I am. I’m very careful, helpful and a good communicator. I have
professional knowledge of foreign trade. As a monitor in my class, I deal with a
lot of daily issues, which has greatly improved my skills.

Mr. Grant: Good. So how is your English?
Tracy: I’ve passed PETS Level 3. I can communicate with people from different

countries in English.
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/7

1. Watch the video and decide whether the following statements are true (T) or false (F).

1. Tracy can use office software. (
2. Tracy thinks that she is qualified for the position.
3. Tracy has got professional knowledge of foreign trade.

4. Tracy is the monitor of her class.

~  ~—  ~ ~

(
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(
(

5. Tracy has problems in communicating with people.

2. Work in pairs. Discuss the following questions with your partner.

1. Why does Tracy think that she is qualified for the position?
2. Is Tracy good at English?

3. What skills have you got?

Scene Three

7

Read the following scripts before you watch the video.

(The interview still continues.)

Mr. Grant: Why do you want to work for our company?

Tracy: Your company is one of the biggest trading companies in Guangdong. I think
working with your company would provide me with a good chance to use my
knowledge and improve myself.

Mr. Grant: Do you have any work experience?

Tracy: Yes. I worked in sales at the Canton fair for a month. I really learned a lot.
Mr. Grant: Very good. There’s a three-month period of probation. Is that OK?

Tracy: No problem.
Mr. Grant: Thank you, Tracy. That’s all for now. We’ll call you soon.

Tracy: Thank you for your time. I look forward to hearing from you.
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1. Watch the video and decide whether the following statements are true (T) or false (F).

1. Mr. Grant’s company is headquartered in Guangdong Province. (
2. Tracy is longing for the opportunity of working with Mr. Grant’s company.

3. Tracy doesn’t have any work experience.

~  ~— ~ ~

(
(
4. The period of probation is three months. (
(

5. Tracy is given the job offer at the end of the interview.

2. Work in pairs. Discuss the following questions with your partner.

1. Why does Tracy want to work for the company?

2. What work experience does Tracy have?

3. What kind of company do you expect to work with?
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Part Three Assessment [=] 1 [m]

1. Listen to the words and number the pictures. ( 10 points )

A

Weigiong Ou

Phone: 13750000134 E-mal vq1977@homai cors
‘A Rooms07, 131"floo, Sun Yat.Sex niversiy,China

September 2009 to June
Major: Chemistry, Minor: Marketing
GPA:36550

Extr: i Activities

TeamLeader  Wnter Volunteer Camp In Hainan December to January 2011
- Successfully organized-Star Family"and created this camp
- The camp tumed out o be a hit and was reported ia TV.

C ) C ) «C )

2. Match these words to their meanings. ( 10 points )

()
1. major 2. outgoing 3. personality 4. position 5. professional
A. TR B. BR{Z; C. &\ D. EAVAY E. 5Ny,
uE FHEARY
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(m

1. communicate A. a trial period during which your character
and abilities are tested to see whether you are

suitable for work

2. improve B. to answer or respond to

3. probation C. to interchange information or ideas

4. reply D. meeting the proper standards and requirements
for a job

5. qualified E. to make better for

3. Listen to the sentences and number the pictures. ( 10 points )

«C ) C ) «C )
4. Listen and complete the sentences. ( 10 points )
1. I think [ am for the position. I’m careful, helpful and a good
2. What did you from taking part in these ?
3. Working with your company would me with a good to use what I’ve
studied.
4. Do you have any ?
5. There’s a three-month of
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5. Listen to the questions and choose the proper responses. ( 10 points )

() 1. A. Here is my resume.
B. Sure. My name is Rebecca and [ am...
C. I want to be a sales manager.
() 2. A. Work experience is very important.
B. I graduated last year.
C. Yes, I worked as a waiter in the summer vacation.
() 3. A. Your company would provide me with a good opportunity to use my knowledge.
B. I have no choice.
C. I used to work in a foreign trade company.
() 4. A.Ichose this major for some reasons.
B. Yes, I enjoyed Business English.
C. I spent three years learning Business English.
() 5.A.Idon’t mind working overtime at all.
B. The company needs to improve work efficiency.

C. My pleasure.

6. Listen to the conversations and choose the information you hear. ( 15 points )

10

() 1. A. Mary Wang majors in Business English.
B. Mary Wang doesn’t like her major.
C. The company wants a secretary.
() 2.A. The man is good at both English and Japanese.
B. The man can speak fluent English.
C. The man can speak neither English nor Japanese.
() 3. A. The salary the woman wants is higher than that the man offers.
B. The woman doesn’t have much work experience.
C. The woman doesn’t get the job.
() 4. A. The man asks nothing.
B. The man cares about training.
C. The man will study abroad.
() 5.A. The woman has problems communicating with people.
B. The woman knows how to get on well with people.

C. The woman doesn’t have a lot of friends.
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7. Listen to the passages and choose the best answers. ( 15 points )
() 1. What activity did the woman take part in at school?
A. Playing badminton.
B. Taking dance classes.
C. Playing the piano.
() 2. Which of the following statements is FALSE?
A. The man has passed PETS Level 3.
B. The man can communicate with English-speaking people.
C. The man knows a little Spain and Japanese.
() 3. How much is the starting salary for assistants in this company?
A. 3,500 yuan per month.
B. 4,500 yuan per month.
C. 3,000 yuan per month.
() 4. What position does the woman apply for?
A. Waitress.
B. Secretary.
C. Salesperson.
() 5. Which question can be answered with the passage you hear?
A. Do you have any work experience?
B. Why are you interested in working for our company?

C. Do you have any questions about our company?

8. Listen to the passages and complete the information. ( 20 points )

BN

(1) 2)
Information about the interviewee Tip 1
Name Tip 2
Age Tip 3
Maijor Tip 4
Personality Tip 5
English level

EEEE——— S EEEE— b e
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Part Four Learning by Doing

* Situational Dialog

Work in pairs. Make up a dialog according to the following situation.

RT Company, a company dealing in swimsuits, is looking for a salesperson. You come for
the interview as requested. Mr. Anderson, director of the HR Department, is the interviewer.

The following information may help you.

\ia: A THEE HAfSZ: 452 R
¥, & REmIE, [ESE: RAeFRETHSFLBBELE, BEL
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SR mA eE: wAERiE. BT E 4
EH: By BT HHIFER, PETS=HIEH, Wi
BAER

BRI XN ZIANA, 2EHER
Hith: B&mwir, AFHdAE, #LAXAMLERE
TRA K

Words and expressions for reference:

salesperson, graduate, major, e-commerce, Student Union, skills, computer, certificate,
assistant e-commerce engineer, work experience, part-time, overtime, salary, decide,

probation
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