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前 言

本教材编写的宗旨是不追求高深的理论,而是从学生的实际英语水平出发,从实

际应用出发,以务实易懂为目标,着重培养学生在各种商务场合的商务英语运用能力。
为此我们设计了市场营销、市场调研、产品促销、跨文化商务交流、品牌策略、财务报

表、分销与定价等单元,落实具体商务情境中商务英语知识的运用。本教材分为上、下
两册,每册十二单元,并配有实训手册,方便学生巩固所学的单元知识。本教材供学生

一学年使用。希望通过这一学年的学习,帮助学生提高商务英语实际运用能力,并顺

利通过商务英语岗位能力考试。

为帮助学生更好地通过商务英语岗位能力考试和就业,实训手册也按单元编写,
配合教材分上、下两册,题型设计紧扣商务英语岗位能力考试,让学生在每个单元的学

习过程中同步训练,有针对性地加强、巩固所学单元知识。希望这本书能给学生提供

比较专业的商务英语技能训练,让学生顺利通过商务英语岗位能力考试,在职业发展

中取得较好的成绩。
必须感谢王德礼院长的大力鼓励和支持,没有他积极提议、协调和推荐,就没有这

本书的面世。我们团队编书经验有限,他也是我们教材编写组的热心顾问。特别感谢

张萍老师、胡雯雯老师和王俊义老师,在炎热的夏天及时给我们编写了样章,尤其是两

位女老师在怀孕期间依然坚持编写工作;张萍老师还参加了全书的排版和整理工作。
感谢付培军老师带队的商务英语小组,承担了大部分教材编写工作和全部的商务英语

教学任务。谢谢所有参编教师坚持不懈的努力和极大的耐心。在教课任务繁重的情

况下,团队中每位老师都拼尽全力,相互合作,贡献了自己的力量。
由于编者水平所限,书中难免有错漏之处,敬请有关专家、学者和广大读者多予批

评、指正。

桑士林
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Unit1 ApplicationandInterview

SectionI
Reading Activity

HowtoMakeYourJobInterviewSuccessful

1.Pre-readingquestionsforpairwork.

(1)Howmanyinterviewshaveyouattended? Whatweretheyfor?

(2)Didyouthinktheyweregoodinterviewsorbadinterviews? Whatmade

themgoodorbad?

(3)Didyoupreparefortheinterview?Ifyoudid,thenhowdidyouprepare

forit?

(4)Doyouthinkitisnecessarytoprepareforaninterview? Why/

Whynot?

(5)Ifyouthinkpreparationisnecessary,whatshouldthepreparationin-

volve?

(6)Whatdoyouthinkaretheeffectivewaysofimpressingtheinterviewer?
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Handlingjobinterviewsisprobablythemostcriticalpartofthewholejob

searchingprocess.Therearearticlesuponarticlesofadviceoninterviewingfrom

howtoanswercertainquestionstohowtodressrightdowntothecolorofyour

socks!Itcanbeoverwhelming,butrememberingafewkeypointscanhelp

makeyourinterviewsuccessful.

1.Research

Findoutalittlebitaboutthecompanyyouwanttoworkfor.Visittheloca-

tioninpersonifitisastoreorbuildingopentothegeneralpublic.Visitthecom-

pany’swebsiteandtalktoanyoneyoumightknowwhoworksthere.Whatkinds

ofproductsorservicesdoesthecompanymakeorsell? Whattypesofpeople

workthere? Whatarethetypicalhoursthispositionrequires? Whataresomeof

theday-to-daytasksthatthejobinvolves?

Makenotesofthingsyou want moreinformationaboutandaskthe

employeraboutthemattheendofyourinterview.Researchingacompanyand

thepositionmakesyoustandoutinaninterview.Itshowsthatyouarereallyin-

terestedinworkingthere.

2.Practice

Itsoundsfunny—anditlooksevenfunnier—butpracticingoutloudforyour

interviewwillhelpyousoundmorepolishedandconciseandlessnervousinthe

actualinterview.Listafewkeythingsyouwanttheemployertoknowabout

you,andreviewcommoninterviewquestions.Formulateanswerstothoseques-

tionsandanswerthemoutloudlywhilelookingatyourselfinthemirror.This

exercisepreventsyoufromramblingintheinterviewandsoundingunpolished

andunsure.Italsohelpsyoudiscoverwhatreallydoesmakeyouthebestcandi-

dateforthejob!

3.Dresstomakeagoodfirstimpression

Inaninterview,firstimpressionsdomatter.Thebestwaytoensureagoodfirst

impressionistodresssmart.Ifyouareinterviewingforajobinanoffice,itisusually

besttowearadark-coloredconservativesuit(forbothmenandwomen);ifyouare
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interviewingforajobwherethedresscodeismorecasual(atafactoryoraconstruc-

tionsite,forexample),niceslacksandacollaredbutton-downshirtwithatiefor

menandanicedressorblouseandslacksorskirtforwomenareusuallyappropriate.

Youshouldavoidwearingexcessivejewelry,perfumeandflamboyantclothes.Good

personalhygieneisalsoimportant.

Ifyouareunsurewhattowear,youshouldalwaysgowiththemostconser-

vative,professionaloption.Mostexpertsagreethatitisbettertobeoverdressed

thandressedtoocasually.Whatyouarewearingtellsemployersalotabouthow

seriousyouareaboutgettingthejob.

4.Beconsciousofgoodinterviewetiquette

Thislistcouldgoonforever—thereisliterallyanendlessarrayof“dos”and

“don’ts”foraninterview—andnoteveryoneagreesoneveryaspectofthatlist.

Thereare,however,somebasic“interviewetiquette”tipsthatareimportantto

remember.

Beontimeforyourinterview.

Thisis,perhaps,themostimportant.Employersexpectemployeestoar-

riveontimetowork.Theymayseeapersonwhoislatetoaninterview,when

heorsheissupposedtobeshowinghisorherbestside,assomeonewhowill

havedifficultyarrivingontimetoworkormeetingdeadlinesifhired.

Beawareofyourbodylanguage.

Whenshakinghands,makesureyourgripisfirmandconfident.Havegood

posture,butavoidappearinglikeyou’reasstiffasacardboardcutout.Eventhe

mostexperiencedprofessionalsgetnervousinaninterview—it’snormal.How-

ever,ifyouappeartoonervous,theinterviewermightdrawthewrongconclu-

sionsaboutyourabilitytodothejob—especiallyifitinvolvesinteractingwith

people! Conversely,make sure you don’tslouch—this could givethe

impressionthatyouarelazyoruninterestedintheposition.Maintaineye-contact

withyourinterviewertoconveyconfidence.Whenspeaking,bepoliteandpro-

fessionalandavoidusingslangandprofanities.Themoreconfidentandpolished
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youappear,themorelikelyyouaretoleavetheinterviewerwithapositiveim-

pressionofyou.

Keeptheinterviewpositive.

Avoidmakingnegativeremarksaboutanypreviousjobsoremployers.Also

refrainfromcomplainingaboutanyjob-relatedtasksorresponsibilitiesyouwere

giveninapreviousposition.Employerswanttohiresomeonewhoispositive,

enthusiasticandabletomeetanddealwithchallenges.

5.Bepreparedtoasktheinterviewerquestions

Thisiswhereyourresearchcomesin.Employerswanttoknowifyou’re

trulyinterestedintheposition.Theyalsowanttoknowthatyouhaveallthein-

formationyouneedtomakeadecision,ifofferedthejob.Itisn’tagoodideato

runthetablesand“interview”theinterviewer,butitisagoodideatogointothe

interviewwithafewquestionsinmind.Thisisyourchancetoaskadditional

questionsaboutthebusiness,theposition,therequirements,andtheexpecta-

tionsofthepersonwhowillfilltheposition.

6.Followupwithathank-younote

Makesureyoulettheinterviewerknowhowpleasedyouweretohavethe

chancetointerviewwithhimorher.Immediatelyaftertheinterview,sendthe

interviewerathank-younote,thankinghimorherfortakingtimetointerview

you.Thisisnotonlyproperetiquetteandacommondisplayofappreciation,but

italsoallowsyoutoreaffirmoneortwokeypointsoftheinterview.Italsolets

theinterviewerknowhowinterestedyouareinworkingforthecompany.Being

politeandprofessionalalwaysmakesagoodimpression.

Allofthisadvicecomesdowntothreeimportantthingstorememberwhen

you’reinterviewing:beingprepared,professional,andpoliteisthebestwayto

maketherightimpression!
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Words&Expressions

handle     n.把手;柄

vt.处理;操作;运用;买卖;触摸

vi.搬运;操纵

critical adj.鉴定的;[核]临界的;批评的;爱挑剔的;  

危险的;决定性的;评论的;关键的

overwhelming adj.压倒性的;势不可挡的

location n.位置 (形容词locational);

地点;外景拍摄场地

typical adj.典型的;特有的;象征性的

polished adj.擦亮的;优雅的;圆滑的

concise adj.简明的,简洁的

formulate vt.规划;用公式表示;明确地表达

rambling adj.漫步的;闲聊的;蔓生的

candidate n.候选人,候补者;应试者

firstimpression 第一印象

conservative   adj.保守的

n.保守派,守旧者

construction n.建造;建筑物;解释;造句

slack adj.松弛的;疏忽的;不流畅的

vt.放松;使缓慢

vi.松懈;减弱

appropriate adj.适当的;恰当的;合适的

vt.占用,挪用

excessive adj.过多的,极度的;过分的

perfume n.香水;香味

flamboyant adj.艳丽的;火焰似的;炫耀的

hygiene n.卫生;卫生学;保健法
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option     n.[计]选项;选择权;买卖的特权

overdress    n.[服装]外衣

vt.过度装饰;使穿著过分讲究

vi.穿得过分讲究;穿得过多

conscious adj.意识到;故意的;神志清醒的

literally adv.照字面地;逐字地;不夸张地;正确地;简直  

etiquette n.礼节;礼仪;规矩

deadline n.截止期限,最后期限

grip n.紧握;柄;支配;握拍方式;拍柄绷带

vt.紧握;夹紧

vi.抓住

posture n.姿势;态度;情形

vt.做……的姿势

vi.摆姿势

stiff adj.呆板的;僵硬的;严厉的;拘谨的

adv.彻底地

vt.诈骗;失信

cardboard n.[纸]硬纸板;纸板箱;卡纸板

adj.不真实的

cutout      n.布或纸上剪下的图案花样;

断流器;保险开关

interactwith 与……相互作用

conversely adv.相反地

slouch n.懒散的样子

vi.没精打采地站;耷拉

profanity n.亵渎;不敬的言语

refrain vi.节制;克制;避免;制止

reaffirm vt.再次确定;重申;再次断言
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  InterviewEtiquette面试礼仪

在现实生活中,服饰打扮、举止言谈、气质风度、文明礼

貌,无一不在影响着你的形象,决定着你的前途和命运。由于举

止得体,面试获得了机会,这个机会是工作机会也是学习机会,

你将在工作中不断提高自己的能力。反之,如果在职场中不注重

礼仪,本来很好的机会,可能由于举止言行的某一个失误,导致

面试失败。下面就面试礼仪列举几点供大家参考。

1)注意面试时的言行举止

在面试过程中,一定要注意自己的形象,特别是姿态,可能

不经意的一个动作,就会让你失去一个极好的就业机会。不妨让

自己态度端正些,说话谦和、大方,尊重用人单位的面试人员,

并且要面带笑容,精神饱满。你留下的最佳印象应该是令人愉快

和兴致勃勃的,因为你决不会有重来一次的机会。

提示:你一走进办公室,就应直视面试人的眼睛,挺直腰板

坐在椅子上。尽量与面试人保持面对面、视线相接的姿势。不要

显得坐立不安,不要拉扯头发或摆动双腿,或者随意做出任何有

损于形象的举止。

2)合理选择座位

面试既可能在专用会客室或会议室,也可能在面试人的办公

室举行。在进入面试室后,遵照面试人的指示坐到相应座位上,

如果面试人不指定座位,可选择面试人对面的座位,或询问主试

人后坐到适宜的位置。坐的位置既不要离面试人过远,产生距离

感,也不要过近,不要和面试人共用一张办公桌,不要探视面试

人办公桌上的文件或面试资料。在选择座位时,应落落大方,必

要时征求面试人的同意。
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  3)保持自我本色

清晰简洁地介绍自我,准确地回答问题,然后坦陈自身的缺

点而不是回避。相比较而言,面试人员更愿意接受一个敢于正视

自身缺点的人,而不是想尽办法伪装的人。无论是在面试还是笔

试中,比较聪明的做法不是向面试人员展示独树一帜或冷僻的观

点,而是尽量挑选易于表达的,自己最熟悉、驾轻就熟的事物来

阐述,这样表达起来会比较流利,清晰有条理,也是最讨巧的。

当然,在这个基础上,能有自己独特的见解自然是锦上添花。

4)多使用礼貌用语

多使用 “您好”“请您关照”“谢谢”“再见”等礼貌用语。

5)自我介绍

你要有重点地进行自我推销。如果你在面试前认真做过功

课,你必然已彻底地认识自己:我最大的长处、特色是什么? 哪

些是我过去做得最好的事情? 我具备什么样的专业技术、知识?

然后巧妙地在自己的特色与所应征的工作之间找到着力点、相关

性,并将其突显出来。比如采用故事的形式,讲一个自己的故

事,让对方了解你的性格、脾性,最后再说出故事的主人公就是

你自己,自然会给人留下不一样的印象。

Exercises

I.Choosetherightansweraccordingtothecontext.

1.Stopmakingsomuchnoise   theneighborwillstartcomplaining.

A.orelse    B.butstill   C.andthen   D.sothat

2.Wehopetogotothebeachtomorrow,butwewon’tgo   it’sraining.

A.if  B.when  C.though  D.because
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3.—Theweatheristoocold   Marchthisyear.

 —Itwasstill   whenIcamehereyearsago.

A.for;colder  B.in;cold  C.in;hot  D.for;hotter

4.—Howmuchvinegardidyouputinthesoup?

 —I’msorrytosay,   .Iforget.

A.no  B.noone  C.nothing  D.none

5.Heisonlytooreadytohelpothers,seldom,   refusingthemwhen

theyturntohim.

A.ifnever  B.ifever  C.ifnot  D.ifany

6.—WhatshouldIweartoattendhisweddingparty?

 —Dress   youlike.

A.what  B.however C.whatever  D.how

7.—Theresearchonthenewbirdfluvirusvaccineischallengingandde-

manding.Whodoyouthinkcandothejob?

 —    mystudentshaveatry?

A.Shall  B.Must  C.Will  D.May

8.I’dliketolivesomewhere   thesunshinesallyearlong.

A.which  B.that  C.where  D.inwhich

9.I   togoforawalk,butsomeonecalledandIcouldn’tgetaway.

A.wasplanning  B.planned  C.hadplanned  D.wouldplan

10.—Yourbook,Tommy? —No,Mom,it’smyfriend’s.

 —Remembertoreturnitto   nameisonit.

A.what  B.which  C.whose  D.whosever

II.Accordingtowhatyouhavereadabove,trytofillouttheformbelow.

Afewkeypointscanhelpmakeyourinterviewsuccessful

1.

2.

3.
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续表

4.

5.

6.

  III.TranslatethefollowingsentencesfromEnglishtoChinese.

1.Visitthecompany’swebsiteandtalktoanyoneyoumightknow who

worksthere.

2.However,ifyouappeartoonervous,theinterviewermightdrawthe

wrongconclusionsaboutyourabilitytodothejob—especiallyifitinvolvesinter-

actingwithpeople!

3.Employerswanttoknowifyou’retrulyinterestedintheposition.

4.Thisisyourchancetoaskadditionalquestionsaboutthebusiness,the

position,therequirements,andtheexpectationsofthepersonwhowillfillthe

position.

5.Allofthisadvicecomesdowntothreeimportantthingstoremember

whenyou’reinterviewing:beingprepared,professional,andpoliteisthebest

waytomaketherightimpression!

IV.Discussthefollowingquestionsingroups.

1.Howcanwemakeagoodexpressionontheemployers?

2.Howcanwekeeptheinterviewpositive?

CurriculumVitaeandApplicationLetters

Employment-relatedlettersincludeapplicationlettersandpersonaldata

(curriculumvitae).Inapplyingforajob,anapplicationpackage(acombination

ofcurriculumvitaeandapplicationletters)willberequested.Theselettershave

toconvincethereaderthatyoudeservetobegrantedthethingyouaskedfor.

Acurriculumvitae,oftenshortenasCVorresume(inAmericanEnglish),
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isasummaryofallapplicant’spersonaldata,educationalbackground,workex-

perienceandjobqualification.ACVistheequivalenceofanadvertisementin

whichtheapplicanthimselforherselfispromoted.Inthissense,whetherthe

applicantcanobtaintheexpectedposition,toagreatextent,dependsonthesuc-

cessofhisorherCV.SoitisimportantforaCVtobecompleteandaccurate.

Manycompanieswillusetheiremployees’CVsasevaluatingtools.Sometimesit

isagoodideatohaveamastercopyofyourCVthatincludeseverything.The

properwaytodesignaCVistopresentthebestimageofyourselfinaccordance

withthejobrequirements.Generallyspeaking,aCVshouldhavenomorethan

twopages.ThereareseveralstandardCVformats.Themostpopularformatu-

suallycontainsthefollowingcomponents:

BasicPersonalInformation (name,gender,ageordateofbirth,marital

status,stateofhealth,address,phoneand/orfaxnumber,emailaddress,

etc.);

JobObjective(asinglephraseexpressingthespecifictypeofemployment

youareseekingand/ortheprincipalskillsyouwanttouseonthejob);

Education(basicdetailsaboutyoureducation,degree,dateofgraduation

orexpectedgraduation,majorandrelatedcoursework,etc.);

WorkExperience(briefsummariesofprincipalemploymenttodate,start-

ingwithyourcurrentpositionandworkbackward,includingallemploymentrel-

evanttoyourcareerobjectiveinanyway);

Social Practice/Extracurricular Activities (necessary for graduates

withoutworkexperienceonly);

Activities/Honors/SpecialSkills(additionalareasthatmaybeincludedif

spaceallows,listingallmajoractivitiesandawardsaswellasanyskillsrelevant

toyourcareerobjective);

HobbiesandInterests(optional).

Theapplicationletter(sometimescalleda“coverletter”)canbeasimportant

astheCVinthatitoftenprovidesthefirstdirectcontactbetweenanapplicantandan
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employer.Yourapplicationlettermaymakethedifferencebetweenobtainingajobin-

terviewandhavingyourCVignored.Soitmakesgoodsensetodevotethenecessary

timeandefforttowritingeffectiveapplicationletters.

Effectiveapplicationlettersexplainthereasonsforyourinterestinthespe-

cificorganizationandidentifyyourmostrelevantskillsorexperiences(remem-

ber,relevanceisdeterminedbytheemployer’sself-interest).Theyshouldex-

pressahighlevelofinterestandknowledgeabouttheposition.Theynormally

containfourparts,inwhichyoushould:

confirmthatyouwishtoapplyandsaywhereyoulearnedaboutthejob;

saywhyyouareinterestedinthepositionandrelateyourintereststothose

ofthecompany;

showthatyoucancontributetothejobbyhighlightingyourmostrelevant

skillsandexperience;

indicateyourwillingnesstoattendaninterview.

SampleCurriculumVitae

Name:ChristopherPhillips

Nationality:English

Address:28RoyalPark,MuswellHillLondonN102JP

Phone:020-89900655

Email:christopherphillips@londonmet.c.k

Objective:Entry-levelstaffaccountingpositionwithapublicaccountingfirm

Education:September,2007-present

Pursuinga4-yearbachelorofbusinessadministrationdegree(majorinac-

counting)fromLondonMetropolitanUniversity

WillgraduateinJune,2011

Havefinanced100%ofallcollegeexpensesthroughsavings,workand

studentloans

PlantositfortheCPAexaminMay,2011

Experience:Summer2010
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AccountingIntern:Coopers&Lybrand,London

Assistedinpreparingcorporateincometaxreturns

Attendedmeetingswithclients

Researchedincorporatetaxlibraryandwroteresearchreports

KeySkills:

ProficientinWord,PageMaker,Excel,PowerPoint

SkilledinACCPACPlus,MAS90,andSolomonIVaccountingsoftware

Bilingual:English/French

HobbiesandInterests:

Travel,photographing,swimming

SampleLetterofApplication

HanoverStreet

Edinburgh

20thOct,2011

ThePersonnelManager

Brown&Co.,Ltd.

156/165GreenStreet

Sheffield,Yorkshire

DearSir/Madam,

IreadwithinterestyouradvertisementinTheSundayTimes,15May,

2006,forsenioraccountmanagers.Iwouldliketobeconsideredforoneofthese

positionsandIhaveenclosedabriefCVforyourreview.

IbelievethatIhavealloftheattributesdemandedforapositionofthiscali-

ber,forexample:

Theabilitytotakeacomplexandintangible“product”andcommunicate

thebenefitssimplyandconcisely;
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Theabilitytomaintainoutstandingclientrelationships,andabeliefin

partnershipselling;

AtrackrecordofsuccessinsalesandmarketingtomajorEuropeanand

UKcorporations,withprimarycontactatFinanceDirectororTreasurylevel;

Anentrepreneurialapproachtowardssecuringnewbusiness.

Althoughmuchofmysalesandmarketingexperiencecomesfromthefinan-

cialservicesindustry,IwashighlysuccessfulintheITsectorwithABCCom-

puterSystems.Plc.

Thankyouverymuch.Ilookforwardtohearingfromyousoon.

Sincerelyyours,

(Signature)

Enc.:CV

Words&Expressions

combination      n.结合;组合;联合;[化学]化合  

curriculum n.课程;总课程;

grant n.拨款;[法]授予物

vt.授予;允许;承认

vi.同意

resumé n.摘要;[管理]履历;简历

equivalence n.等值;相等

accurate adj.精确的

inaccordancewith 依照;与……一致

component n.成分;组件;[电子]元件

adj.组成的;构成的

extracurricular adj.课外的;业余的
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highlight    n.最精彩的部分;最重要的事情;加亮区  

vt.突出;强调;使显著;加亮

bachelor n.学士;单身汉

NotestotheText


































































































 



  EnglishResumé

一般来说,根据个人经历的不同侧重点,可以选用以下三种

形式。

(1)以学历为主的简历 (basicresumé)。

这种形式适用于应届毕业生或中学毕业后仍在待业的求职人

员,因为没有工作经历,所以把重点放在学业上,从最高学历往

下写。

在basicresumé中,一般包括下列元素:

a.personaldata/information (个人资料/信息):name (姓

名)、address (通 讯 地 址)、postalcode (邮 政 编 码)、phone

number(电话号码)、birthdate (出生日期)、birthplace (出生

地点)、gender(性别)、height(身高)、weight(体重)、health

(健康状况)、dateofavailability(可到职日期)、numberofiden-

tificationcard (身份证号码)。因为是应届毕业生或中学毕业不

久,一般没有结婚,因而可省略 maritalstatus (婚姻状况)和

children (儿女情况)两项。当然,如果是研究生毕业已婚,则

应写明。

b.job/careerobjective(应聘职位)。

c.education (学历):就读学校及科系的名称、学位、始止

时间和应聘职位相关的课程与成绩、社会实践、课外活动、奖励

等都应一一列出。

d.specialskill(特别技能)。
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  e.hobbies/interests(业余爱好)。如果在学历项目的课外活

动中已经注明,此项则不必重复。

(2)以经历为主的简历 (chronologicalresumé)。

以这种形式出现的英语简历,往往侧重于工作经历,把同应

聘职位有关的经历和业绩按时间顺序写出来,把工作经历放在学

历之前。经历和学历的时间顺序均是由近至远。

毫无疑问,这种形式的英语简历适合有工作经验的求职

人员。

在chronologicalresumé中,通常包括以下元素:

a.personaldata(个人资料)。具体内容同以学历为主的简历

相同,不过,因为你参加工作多年,已进入结婚年龄,所以不管

你是否结婚,都应注明婚姻状况和儿女情况。

b.job/careerobjective(应聘职位)。

c.workexperience(工作经历)。务必写明自己在每个工作

单位的职位、职责和业绩以及工作起止时间。

d.education (学历):因为你已工作多年,雇主重点考虑你

的工作经验是否能胜任你所应聘的职位,所以学历只是一个参考

的因素,因而不必像以学历为主的简历那样写得详细,只需注明

你就读的校系名称、始止时间和学位即可。

e.technicalqualificationsandspecialskills(技术资格和特别

技能)。

f.scientificresearchachievements(科研成果)。

(3)以职能为主的简历 (functionalresumé)。

这种形式的英语简历,也是突出工作经历,因而所含元素和

以经历为主的简历相同。以经历为主的简历和以职能为主的简历

的根本差别在于:以经历为主的简历是按时间顺序来排列工作经

历,而以职能为主的简历则按工作职能或性质来概括工作经历,

并无时间上的连贯性,旨在强调某些特定的工作能力和适应程度。
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Exercises

I.Choosetherightwordsorphrasesfromthetexttofillintheblanks.

1.Employment-relatedlettersinclude    andpersonaldata (   

 ).

2.Acurriculumvitaeoftenshortenas    or    (inAmerican

English)isasummaryofallapplicant’spersonaldata,educationalbackground,

workexperienceandjob    .

3.Generallyspeaking,aCVshouldhavenomorethan    pages.

4.SoitisimportantforaCVtobe    and    .

5.Theapplicationletter(sometimescalleda “    ”)canbeasim-

portantastheCVinthatitoftenprovidesthefirstdirectcontactbetweenan 

   andanemployer.

SectionII
Writing Activity

Directions:YouareJane,anundergraduatefrom SichuanUniversity,

majoringinEnglish.Writealettertoacompanyapplyingforaposition.Your

lettershouldinclude:

(1)anintroductionofyourself;

(2)yourqualificationfortheposition;

(3)askingforaninterview.

Youshouldwrite100wordsorso,anddon’tneedtowritetheaddress.

DearSirs,
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SectionIII
Case Study

Directions:Ifyoufindthefollowingrequirementofrecruiting,canyou

designagoodrequirementadvertisement?

陶氏 (Dow)化学公司是全球第五大化学公司,年销售量达200亿美元。

陶氏生产化工产品、塑料和农用产品,并为164个国家的客户提供服务。陶氏

在世界各地拥有员工43000人。现诚聘秘书1人。

工作职责:准备月报及有关文件,日常秘书工作

条件:英语或秘书专业学士学位,至少两年秘书工作经验,熟练掌握英语

(写和说)以及计算机技能

Wordsforreference

   聘请seekfor         职责responsibilities

   有关的related        日常的routine

   学士学位Bachelor’sdegree   资历 (条件)qualification
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KeystotheExercises

SectionI

TextA

I.1.A 2.A 3.A 4.D 5.B 6.C 7.D 8.C 9.

C 10.D

II.

Afewkeypointscanhelpmakeyourinterviewsuccessful

1 Research

2 Practice

3 Dresstomakeagoodfirstimpression

4 Beconsciousofgoodinterviewetiquette

5 Bepreparedtoasktheinterviewerquestions

6 Followupwithathank-younote.

  III.

1.浏览一下公司网站,并和你认识的那个公司的职员多交

谈,了解一下公司的情况。

2.然而,如果你表现得过于紧张,面试官可能会怀疑你的

工作能力———尤其是待人处事方面的能力。

3.招聘方想知道你是不是真的对这个职位感兴趣。

4.这是你向面试官提问,问询有关公司业务、职位、职责

和这个职位的具体要求的好机会。

5.所有的求职建议最终归结为三点:有准备、专业化、有

礼貌是留下好印象的最佳方法。

TextB

Exercises

1.applicationletter;curriculumvitae

2.CV;resumé;qualification
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  3.two

4.complete;accurate

5.coverletter;applicant

SectionII

WritingActivity

DearSirs,

(1)IamagraduatefromSichuanUniversityofForeignLan-

guageInstitute.AsastudentofEnglishforBusiness,Ihopeto

workinaforeigncompanyaftergraduation.(介绍自己的身份)

(2)Inthepastfouracademicyears,Ihaveprovedmyselfto

beastraightAstudentawardedasuccessionofscholarships.My

Englishisparticularlygood,andFrenchhappenstobemysecond

foreignlanguage which willreachtherequirementssetbya

wholly-ownedforeigncompanylikeyours.(简述自己的资格)

(3)Iwanttoapplyforthepositionofassistantofyour

PublicRelationshipDepartmentmanager.Iamagoodteamplayer

-self-motivatedandeagertolearn.IbelieveIdeserveyourcon-

sideration.Pleasefindmoredetailsinmyenclosedresume.(说明

申请的职位以及自己的工作能力)

(4)Ishouldbeveryhappyifyouwouldarrangeaninterview

withme.Iamexpectingyourearlyreply! (请求面试)

Yourssincerely,

Jane
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  SectionIII

CaseStudy

AJobVacancy

Dow Chemical Company is the fifth biggest chemical

companyoftheworld.Dowhastheannualsalesof$20billion

andmorethan43000employeesintheworld.Thecompanypro-

duceschemicalproducts,plasticsandproductsforagriculture.

Anditprovidesserviceforcustomersfrom164countries.Nowthe

companyisseekingforasecretary.Yourresponsibilitiesareto

preparemonthlyreportsandrelateddocumentsandtomanage

someroutinesecretarywork.YouwillneedtogetBachelor’sde-

greeofEnglishorSecretarymajorwithatleasttwoyears’experi-

enceofsecretary.YoushouldbegoodatEnglishspeaking,

writingandcomputeroperating.Ifyouareinterestedinthejob,

pleasesendyourresumetoourcompany.
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