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Job Application and
Interviews

CRRASRIBRA )

Learning Objectives : @ To master some interview vocabulary and expressions;
©® To learn some interview skills;

© To write an application letter and a resume.
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% Part One Warming up

o Task 1 Lead-in question.
Lisa just graduated from a vocational school and now she is going to find a job

as a secretary. Please help Lisa to tick the qualities a secretary should have.

Personality Ability
[Thard-working [confident [Jgood at computer  [Jgood at people skills
[creative [lconsiderate [Iskilled at typing  [Ispeak English fluently
[outgoing [open-minded E;izg; things Eg:srlllzork under
[organized [responsible [able to multitask  [Jhave teamwork spirit

Use the vocabulary and sentence patterns in the table to describe what qualities
Lisa should have as a secretary.
@ Lisa is hard-working and she is good at typing.
@ Lisa is outgoing and she is good at people skills.

©
(4]
(5]

2 Task 2 Match the words with the pictures.

tie resume diploma mobile phone

formal suit file bag name card qualification certificate

O.



ﬂ Part Two Listening and Speaking
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2 Task 3 Listen and complete the table with the key information
in the conversation.

Position to apply for

Education background

Major

Lisa’s special skills

Good at

and

Work experience

year(s) asa

2 Task 4 Decide whether the following statements are true

(T)orfalse(F).

( ) (1) Lisa wants to apply for a job as a receptionist.

O
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) (2) Lisa’s major is Business English.
) (3) Lisa graduated from a vocational school last year.
) (4) Lisa knows little about Innovation Technology Co. Ltd..

) (5) The manager makes his decision at once.

2 Task 5 Listen again and fill in the blanks with the missing

information.
Lisa: Good morning. My name is Lisa. I'd like to (1) in your
company.
Manager: Well, what’s your major?
Lisa: My major is International =
Business. V
Manager: What job would you like to
apply for? e
Lisa: Secretary. \& /
Manager: Can you tell me your \r
(2) ?
Lisa: Of course. I graduated from a vocational school last year.
Manager: Do you have any (3 ) ?
Lisa: Yes, [ have one year’s experience as a receptionist.
Manager: What (4 ) do you have, can you tell me?
Lisa: Well, I am good at typing, and I can speak fluent English.
Manager: How do you know about our company?
Lisa: Innovation Technology Co. Ltd. is very reputed in this city; I have heard so
much about it.
Manager: Ifyou (5) , when will it be convenient for you to start to work?
Lisa: If you like, tomorrow is Ok.
Manager: OK. We’ll tell you our decision in two days.
Lisa: Thanks a lot.

> Task 6 Make a presentation according to the group of pictures
given below. You may use the following words or phrases.

©.
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diligent BITHY improve professional skills #&E %V fE
confident BIFHY excellent performance A FEHH
prepare for Ay-----fEfG  be hired #EH

< Task 7 Pair-work.

Student A ONLY

You are the HR manager in Innovation Technology Co. Ltd., you are going to
recruit a secretary. Here are the requirements: He/She must have good appearance
and at least one-year related work experience. He/She should be stable and be able
to work under pressure. As a manager assistant, he/she should be outgoing and
sometimes can talk with other companies’ managers alone.

Please ask questions to Student B to get the information and complete the following

table. Then present to your class which candidate you decide to choose and why.

Candidate A Candidate B Candidate C
advantageous characters
graduate from
work experience

disadvantages
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Student B ONLY
You are a clerk in the talent market. Here is the information about 3 candidates.

Please answer Student A’s questions according to the information below.

h

- 4R

Candidate C

Candidate A Candidate B 1. girl, 20, very beautiful

1. girl, 25, good at people 1.boy, 18, very handsome 5 humorous, very good

skill 2.no work experience at talking with different
2. doesn’t like staying in 3. be talkative and willing to people

the same place for a long work under pressure 3. own a stable heart,

time 4. graduated from vocational dislike the changing life
3. own ( #7 ) much school 4. one year’s work

knowledge and a clever experience as a

head receptionist in a hotel

4. one-year work experience
as a teacher

Part Three Reading

I worked as an assistant manager in a financial company after graduation from
university. My family was satisfied with my job, but I quitted my job 2 weeks ago
because I needed a job that could give me more opportunities to develop myself. After
that I spent long time reading the want ads on the Internet and sending application
mails. I have sent more than 100 application letters but received no reply.

Last week, however, I received a phone call from Innovation Technology Co.
Ltd.. I went to have the interview and everything went well because I prepared very
well and had related work experience. They called me back for a follow-up, they told
me they narrowed down to a small group of people and I was one of them.

The interview was at 10 a.m.. I left my house at 8:45 that day. Unfortunately,
there was a terrible traffic jam and I had to change to the subway, which happened to

break down for 20 minutes. I was getting really worried. When I got out of the train, it

®.
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was already 9:57. I rushed to the building. When I got to the place, it was 10:10 a.m..

The interviewer came in and told me, “I’ll be honest with you, 15 minutes

ago, you had the job. I’m sorry, but we need an interviewee we can rely on, life is a

learning experience. Sorry.”

As I was afraid they would cancel my interview, I didn’t call the company. [ had

tried my best, but I had no chance to explain.

New Words and Expressions

financial [fa'naenfal]
satisfy ['saetisfai]

quit [kwit]

opportunity [,bpa‘tjurnatil
application [,@pli'keifon]
reply [ri'plai]

interview ['Tntavju:]
related [r1'lertid]

narrow ['naerau]
unfortunately [An'fortfon1tli]
interviewer ['Intavju:a]
honest ['bnist]

interviewee [,Intavju:'iz]
rely [r1'la1]

cancel ['kaensal]

explain [1k'sple1n]

break down

learning experience

work experience

want ads

adj.
v.
v.

n.

adj.

adv.

adj.

Rl ; W55
TR W

I s

WL, #lex

WL HE
m%; &E

HeUl, Revs; Mt
ARFRW, AHIREKW
(fif )%

AN

X E

WL, ATEEY
A

WEE; 1R
WUH, s
uil s R
AR

= 23]
TAES R

FRHS

S
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< Task 8 Choose the correct answer to the questions below.
@ Why did I quit my job?
A. Because my parents are not satisfied with my job.
B. Because I have been in that company for many years.
C. Because I don’t think he has opportunities to develop himself.
D. Because I wouldn’t like to work in a financial company.
@ How long did I get a reply from a company after I quitted my job.
A. 1 week. B. 2 weeks. C. 3 weeks. D. 4 weeks.
© Why was the author late for the interview?
A. Because he left home late.
B. Because there was a heavy rain.
C. Because there was a traffic jam.
D. Because the elevator of the building didn’t work.
@ 1 didn’t call the company when the subway broke down because
A. 1 was afraid they would cancel my interview
B. I thought that I had enough time to get there
C. the company wouldn’t mind if [ was late
D. I didn’t know the phone number of the company
© What’s the best title of this text?
A. Life is a learning experience.
B. I had no chance to explain.
C. My family was satisfied with my job.

D. I was late.

2 Task 9 Answer the questions according to the information
from the text.

@ What did the author do after graduation from university?

@ What did the author do after quitting his job?

€ How was his first interview?

@ What happened on the way when he went to the interview again?

© Did he get to the company on time?

® Did he get the job at last?

©.



2 Task 10 Find out the corresponding words from the text
according to the meanings. First letters are given.

(1 :

O s

O q :
0O a :

O

Qi

O

D c :
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conversation between two or more people where questions are

asked

: to meet a want or need

to give up

ask for something

: being connected

Ou :

by bad luck

: a person who conducts an interview

O n :

not disposed to cheat

: have confidence or faith in

remove or delete

i Part Four Writing

<2 Task 11 Translate the following sentences into English with

the words or phrases given in the brackets.
O WHISTERIHTRMHL A AL B AR —

H. (work as)

O BZFRIYSH TAER

. (be satisfied with )

© HATFRESA IR ITE LT A C AL

- (opportunity, develop yourself)

O FEAAFR

o (quit)




XHEF%

O FRAER_EARAC A TIRZARIE) . (want ads )

0O Wbk TFZHiER, HREAWEILMAE . (application letter, reply )

@ WS A T T AR, T BT A OCHY TAEL G . (prepare for,

related work experience )

O FHMBATZBOE KR, (cancel )

2 Task 12 Choose the best Chinese meaning.
@ 1 have learned from China Daily that your company is looking for a secretary.
AFRAE ChEBR) FARASA R S — A5
B. ®AE (PEBEMR) AR ES e — 245
C. HAE (CPEBEMR) by T — A5
D. $7E (hE R ) B T 28R ERE .
@ 1 would like to apply for the position as a manager assistant.
A FRAH T PP S PR T A
B. FeAH H T 2 PR X — WA
C. TR H I 2 H Bh X — B
D. FER P2 T AR,
© 1 have been working as a manager assistant for one year since I graduated.
AT A BV LR — B AR 2 P B
B. A —AF a0 T e BB
C. TN —A4F )5 L T —AF R 2 B B
D. & AL LR E SIS B4 T,
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I wish to seek a position more challenging and with more opportunities than my
current one.

A, FRH— 0 A KRR SRIRAL

B. AR — S NSl . EAT AT

C. A0y L BT A PRAE . A R AL IR,
D. T E— AP AT

I would spare no efforts to acquit myself to your satisfaction.
A TR = ICOR A AR H C A

B. MR 55 A5 BRI HINT

C. F—E U TAE, ASEMIRNTHYHIE.

D. FH AR S 15 ) AR BIRATAIA AT

> Task 13 Please write an application letter according to the

information.
VSAE (P E ) EEEREEHE A R EEE -, TRE T8

SKIRME . MhfefE P8 T H SN : 20 %, 2014 4EELF) N i T
W2AAE, AL TR Biirs, A A, RITFm
PoB O, W R BB . A R RSB, AREEH, A
WA A FIRLT

Dear sir,

Yours truly,

Lisa
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Part Five Case Study

o Task 14 Read the following story and answer the question.

Lisa was late for the interview due to the traffic jam, and the interviewer would

cancel the interview. If you were Lisa, what would you do about the late coming?

2 Task 15 Please rewrite a resume according to the sample.

Resume
Sample

Name: Lisa

Gender: Female

Date of Birth: May, 1995

Address: Block 2, 10th Floor, Happy Garden, Daxing, Guangzhou
Email Address: Lisal995@]163.com

Telephone: 13928599888

Place of Birth: Guangzhou

/| Education

September 2011 to July 2014: Guangzhou Light Industry School
September 2006 to July 2011: Linyi No.1 Middle School

/1 Qualification

Have past PETS2; fluent oral English, and good typing skills.
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/1 Work Experience

Have part time job in Shanghai Yaru Consulting Co.Ltd. during 2014 summer
holiday.

/] Awards & Honors

In the year of 2014, awarded the “Model student stuff” prize of our school.

In the year of 2013, won the third level scholarship of our school.

In the year of 2012, won the “Excellent Student” prize of our school.

My Resume

Name:
Gender:

Date of Birth:
Address:
Email Address:
Telephone:
Place of Birth:

/| Education

/] Qualification



/] Work Experience

/| Awards & Honors

Tips For Interview

Make a good first impression

Other tips for the interview

o Natural, clean looking
face/makeup.

¢ Nicely styled hair.

o Press your clothes.

¢ Clean your fingernails.
e Shoes shined.

e No gum, candy, or cigarettes at
the job interview.

¢ Avoid strong perfumes or
colognes.

e Get directions to the
interview ahead of time.

v Remember “Please” and “Thank
you”.

v' Smile regularly.

v" Stand up to meet people.

v Keep good eye contact.

v' Be confident and enthusiastic.

v If you feel nervous, try q
r\\ I\

breathing techniques.

v" Use“Mror“Ms” unless asked to
use first name.

v Don’t answer with a simple “yes”
or “no”.






