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Unit 1 Application and Interview

Reading Activity

Text

1.Pre-reading questions for pair work.

(1) How many interviews have you attended? What were they for?

(2) Did you think they were good interviews or bad interviews? What made
them good or bad?

(3) Did you prepare for the interview? If you did, then how did you prepare
for 1t?

(4) Do you think it is necessary to prepare for an interview? Why/
Why not?

(5) If you think preparation is necessary, what should the preparation in-
volve?

(6) What do you think are the effective ways of impressing the interviewer?
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Handling job interviews is probably the most critical part of the whole job
searching process. There are articles upon articles of advice on interviewing from
how to answer certain questions to how to dress right down to the color of your
socks! It can be overwhelming, but remembering a few key points can help
make your interview successful.

1.Research

Find out a little bit about the company you want to work for. Visit the loca-
tion in person if it is a store or building open to the general public. Visit the com-
pany’s website and talk to anyone you might know who works there. What kinds
of products or services does the company make or sell? What types of people
work there? What are the typical hours this position requires? What are some of
the day-to-day tasks that the job involves?

Make notes of things you want more information about and ask the
employer about them at the end of your interview. Researching a company and
the position makes you stand out in an interview. It shows that you are really in-
terested in working there.

2.Practice

It sounds funny—and it looks even funnier—but practicing out loud for your
interview will help you sound more polished and concise and less nervous in the
actual interview. List a few key things you want the employer to know about
you, and review common interview questions. Formulate answers to those ques-
tions and answer them out loudly while looking at yourself in the mirror. This
exercise prevents you from rambling in the interview and sounding unpolished
and unsure. It also helps you discover what really does make you the best candi-
date for the job!

3.Dress to make a good first impression

In an interview, first impressions do matter. The best way to ensure a good first
impression is to dress smart. If you are interviewing for a job in an office, it is usually

best to wear a dark-colored conservative suit (for both men and women) ; if you are
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interviewing for a job where the dress code is more casual (at a factory or a construc-
tion site, for example), nice slacks and a collared button-down shirt with a tie for
men and a nice dress or blouse and slacks or skirt for women are usually appropriate.
You should avoid wearing excessive jewelry, perfume and flamboyant clothes. Good
personal hygiene is also important.

If you are unsure what to wear, you should always go with the most conser-
vative, professional option. Most experts agree that it is better to be overdressed
than dressed too casually. What you are wearing tells employers a lot about how
serious you are about getting the job.

4.Be conscious of good interview etiquette

This list could go on forever—there is literally an endless array of “dos” and
“don’ts” for an interview—and not everyone agrees on every aspect of that list.
There are, however, some basic “interview etiquette” tips that are important to
remember.

Be on time for your interview.

This is, perhaps. the most important. Employers expect employees to ar-
rive on time to work, They may see a person who is late to an interview, when
he or she is supposed to be showing his or her best side, as someone who will
have difficulty arriving on time to work or meeting deadlines if hired.

Be aware of your body language.

When shaking hands, make sure your grip is firm and confident. Have good
posture, but avoid appearing like you’re as stiff as a cardboard cutout. Even the
most experienced professionals get nervous in an interview—it’s normal. How-
ever, if you appear too nervous, the interviewer might draw the wrong conclu-
sions about your ability to do the job—especially if it involves interacting with
people! Conversely, make sure you don’ t slouch—this could give the
impression that you are lazy or uninterested in the position. Maintain eye-contact
with your interviewer to convey confidence. When speaking, be polite and pro-

fessional and avoid using slang and profanities. The more confident and polished
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you appear, the more likely you are to leave the interviewer with a positive im-
pression of you.

Keep the interview positive.

Avoid making negative remarks about any previous jobs or employers. Also
refrain from complaining about any job-related tasks or responsibilities you were
given in a previous position. Employers want to hire someone who is positive,
enthusiastic and able to meet and deal with challenges.

5.Be prepared to ask the interviewer questions

This is where your research comes in. Employers want to know if you’re
truly interested in the position. They also want to know that you have all the in-
formation you need to make a decision, if offered the job. It isn’t a good idea to
run the tables and “interview” the interviewer, but it is a good idea to go into the
interview with a few questions in mind. This is your chance to ask additional
questions about the business, the position, the requirements, and the expecta-
tions of the person who will fill the position.

6.Follow up with a thank-you note

Make sure you let the interviewer know how pleased you were to have the
chance to interview with him or her. Immediately after the interview, send the
interviewer a thank-you note, thanking him or her for taking time to interview
you. This is not only proper etiquette and a common display of appreciation, but
it also allows you to reaffirm one or two key points of the interview. It also lets
the interviewer know how interested you are in working for the company. Being
polite and professional always makes a good impression.

All of this advice comes down to three important things to remember when
you’re interviewing: being prepared, professional, and polite is the best way to

make the right impression!
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Notes to the Text
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P Exercises A

I.Choose the right answer according to the context.

1.Stop making so much noise the neighbor will start complaining.
A. or else B. but still C. and then D. so that
2.We hope to go to the beach tomorrow, but we won’t go it’s raining.

A, if B. when C. though D. because
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3.—The weather is too cold March this year.
—1It was still when I came here years ago.
A. for; colder B. in; cold C. in; hot D. for; hotter

4,—How much vinegar did you put in the soup?

—I"m sorry to say, . 1 forget.
A. no B. no one C. nothing D. none
5.He is only too ready to help others, seldom, refusing them when

they turn to him.
A. if never B. if ever C. if not D. if any
6.—What should I wear to attend his wedding party?
—Dress  you like.
A. what B. however C. whatever D. how
7.—The research on the new bird flu virus vaccine is challenging and de-
manding. Who do you think can do the job?

— my students have a try?

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

8.1’d like to live somewhere ~ the sun shines all year long.

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

9.  to go for a walk, but someone called and I couldn’t get away.
A. was planning B. planned C. had planned D. would plan

10.—Your book, Tommy? —No, Mom, it’s my friend’s.

—Remember to return it to name is on it.

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

II. According to what you have read above, try to fill out the form below.

A few key points can help make your interview successful
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B

III. Translate the following sentences from English to Chinese.

1. Visit the company’s website and talk to anyone you might know who
works there.

2.However, if you appear too nervous. the interviewer might draw the
wrong conclusions about your ability to do the job—especially if it involves inter-
acting with people!

3.Employers want to know if you’re truly interested in the position.

4.This is your chance to ask additional questions about the business, the
position, the requirements, and the expectations of the person who will fill the
position.

5.All of this advice comes down to three important things to remember
when you’re interviewing: being prepared, professional, and polite is the best

way to make the right impression!
1V.Discuss the following questions in groups.

1.How can we make a good expression on the employers?
2.How can we keep the interview positive?

Text
B

Employment-related letters include application letters and personal data
(curriculum vitae). In applying for a job, an application package (a combination
of curriculum vitae and application letters) will be requested. These letters have
to convince the reader that you deserve to be granted the thing you asked for.

A curriculum vitae, often shorten as CV or resume (in American English) ,
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is a summary of all applicant’s personal data, educational background, work ex-
perience and job qualification. A CV is the equivalence of an advertisement in
which the applicant himself or herself is promoted. In this sense, whether the
applicant can obtain the expected position, to a great extent, depends on the suc-
cess of his or her CV. So it is important for a CV to be complete and accurate.
Many companies will use their employees’ CVs as evaluating tools. Sometimes it
is a good idea to have a master copy of your CV that includes everything. The
proper way to design a CV is to present the best image of yourself in accordance
with the job requirements. Generally speaking, a CV should have no more than
two pages. There are several standard CV formats. The most popular format u-
sually contains the following components:

® Basic Personal Information (name, gender, age or date of birth, marital
status, state of health, address, phone and/or fax number, email address,
etc. )

® Job Objective (a single phrase expressing the specific type of employment
you are seeking and/or the principal skills you want to use on the job) ;

® Education (basic details about your education, degree, date of graduation
or expected graduation, major and related course work, etc. );

® Work Experience (brief summaries of principal employment to date, start-
ing with your current position and work backward, including all employment rel-
evant to your career objective in anyway) ;

® Social Practice/Extracurricular Activities ( necessary for graduates
without work experience only) ;

® Activities/Honors/Special Skills (additional areas that may be included if
space allows, listing all major activities and awards as well as any skills relevant
to your career objective) ;

® Hobbies and Interests (optional).

The application letter (sometimes called a “cover letter” ) can be as important

as the CV in that it often provides the first direct contact between an applicant and an
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employer. Your application letter may make the difference between obtaining a job in-
terview and having your CV ignored. So it makes good sense to devote the necessary
time and effort to writing effective application letters.

Effective application letters explain the reasons for your interest in the spe-
cific organization and identify your most relevant skills or experiences (remem-
ber, relevance is determined by the employer’s self-interest). They should ex-
press a high level of interest and knowledge about the position. They normally
contain four parts, in which you should:

® confirm that you wish to apply and say where you learned about the job;

® say why you are interested in the position and relate your interests to those
of the company;

® show that you can contribute to the job by highlighting your most relevant
skills and experience;

® indicate your willingness to attend an interview.

Name: Christopher Phillips

Nationality: English

Address: 28 Royal Park, Muswell Hill London N10 2JP

Phone: 020-8990 0655

Email: christopherphillips@londonmet. c. k

Objective: Entry-level staff accounting position with a public accounting firm

Education: September, 2007 — present

® Pursuing a 4-year bachelor of business administration degree (major in ac-
counting) from London Metropolitan University

® Will graduate in June, 2011

® Have financed 100% of all college expenses through savings, work and
student loans

® Plan to sit for the CPA exam in May, 2011

Experience: Summer 2010
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Accounting Intern: Coopers &. Lybrand, London

® Assisted in preparing corporate income tax returns

® Attended meetings with clients

® Researched in corporate tax library and wrote research reports

Key Skills:

® Proficient in Word, PageMaker, Excel, PowerPoint

® Skilled in ACCPAC Plus, MAS90, and Solomon IV accounting software
® Bilingual: English/French

Hobbies and Interests:

® Travel, photographing, swimming

Hanover Street
Edinburgh
20th Oct, 2011

The Personnel Manager
Brown & Co., Ltd.
156/165 Green Street
Sheffield, Yorkshire

Dear Sir/Madam,
I read with interest your advertisement in The Sunday Times, 15 May,
2006, for senior account managers. 1 would like to be considered for one of these

positions and I have enclosed a brief CV for your review.

I believe that I have all of the attributes demanded for a position of this cali-
ber, for example:
® The ability to take a complex and intangible “product” and communicate

the benefits simply and concisely;
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® The ability to maintain outstanding client relationships, and a belief in
partnership selling;

® A track record of success in sales and marketing to major European and
UK corporations. with primary contact at Finance Director or Treasury level;

® An entrepreneurial approach towards securing new business.

Although much of my sales and marketing experience comes from the finan-

cial services industry, I was highly successful in the IT sector with ABC Com-

puter Systems. Plec.

Thank you very much. I look forward to hearing from you soon.

Sincerely yours,

(Signature)
Enc. : CV
X X K Words & Expressions X X X
combination n. &G Has BKas U] ks
curriculum n. W BIRE;
grant n. &FG (] BT
ot. BT oFs KA
vi. [A) 2
resumé n. W, BB B Wil
equivalence n. SF{H; M5
accurate adj. ¥
in accordance with IR Heeeoe—3
component n. o A DR ot

adj. HBH); Y
extracurricular adj. IRINAY NS5
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highlight n. BAGERTRSr; REBENFFE; msX
o, R MRIE; R E; e
bachelor n. %t BRHI
Notes to the Text
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X Exercises X
1.Choose the right words or phrases from the text to fill in the blanks.

1.Employment-related letters include and personal data (

2.A curriculum vitae often shorten as or (in American

English) is a summary of all applicant’s personal data, educational background,

work experience and job

3.Generally speaking, a CV should have no more than pages.
4.So it is important for a CV to be and
5.The application letter (sometimes called a * ” ) can be as im-

portant as the CV in that it often provides the first direct contact between an

and an employer.

Writing Activity

Directions: You are Jane, an undergraduate from Sichuan University ,
majoring in English. Write a letter to a com pany applying for a position. Your
letter should include :

(1) an introduction of yourself;

(2) your qualification for the position;

(3) asking for an interview.

You should write 100 words or so, and don’t need to write the address.

Dear Sirs,




W Business English II

Case Study

Directions: 1f you find the following requirement of recruiting » can you

design a good requirement advertisement?

P (Dow) A2 w2 42 Bk EH TRk A ml . AR &35 200 1236 TT,
B EQAE P AL T . SRERA P, RO 164 DEZR M PR EEIR S5 . B IG
TEM A2 A B T 43 000 A, PUIREERLH 1 A

TAEMRST . s H i S SC3cy, Bl TAE

S WIESAR BT E AL, BAOWAER D TAELE ., PR E RS
(HMul) PLRIHA L RE

X Words for reference &

3% seek for IN5% responsibilities
ALK related H & ) routine

#+2%47 Bachelor’s degree W (%) qualification
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Keys to the Exercises
Section 1
Text A )
.L1.A 2. A 3.A 4. D 5. B 6.C 7.D 8 C 9

C 10. D
A few key points can help make your interview successful A
: 1 Research A
; 2 Practice «
’ 3 Dress to make a good first impression «
4 Be conscious of good interview etiquette
5 Be prepared to ask the interviewer questions

6 Follow up with a thank-you note.

I11.

Y

LW T AR AR AR R R £ 2
L T T AR :
Do AT AR RIS TR T A 2 b B
TR LR Ay T 0 9
D RN U AR B X ﬁ
L BCRREERR RN, WA A T % . T B
LA FLURER B L §
L s BHATRRIR R K IS S AR Bk, A
LR B R DG AR O ?
: Text B

Exercises

1. application letter; curriculum vitae

2. CV; resumé; qualification

Tl 0 0> 0 0 0 B 0 B S B B 8 B 8 B 8 8 B 8 8 S 8 8 0 B 0 0 e e e > e 0 .
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3 3. two
! 4. complete; accurate
5. cover letter; applicant
Section 11
Writing Activity

Dear Sirs,

(1) T am a graduate from Sichuan University of Foreign Lan-

: guage Institute. As a student of English for Business, I hope to x
V work in a foreign company after graduation. (443 H & 5 )
(2) In the past four academic years, I have proved myself to x

! be a straight A student awarded a succession of scholarships. My
English is particularly good, and French happens to be my second «

: foreign language which will reach the requirements set by a
o wholly-owned foreign company like yours. (faj ik B & W BER) «
(3) 1 want to apply for the position of assistant of your;‘
Public Relationship Department manager. I am a good team player
—self-motivated and eager to learn. I believe I deserve your con- A
sideration. Please find more details in my enclosed resume. (i5HH
IR 2 B T R ) ;
(4) 1 should be very happy if you would arrange an interview
with me. 1 am expecting your early reply! (iR i) «
\ Yours sincerely,
Jane
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Section 11T
Case Study
A Job Vacancy
Dow Chemical Company is the fifth biggest chemical
i company of the world. Dow has the annual sales of $ 20 billion
and more than 43 000 employees in the world. The company pro-
duces chemical products, plastics and products for agriculture.
And it provides service for customers from 164 countries. Now the
company is seeking for a secretary. Your responsibilities are to
prepare monthly reports and related documents and to manage :
some routine secretary work. You will need to get Bachelor’s de- A
E gree of English or Secretary major with at least two years’ experi-
éence of secretary. You should be good at English speaking,
writing and computer operating. If you are interested in the job,
please send your resume to our company. /

L T e B e R T T T B e B e B B e e e e = }



	空白页面



