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2 IR5 R ARM AR ?
Why do you want to work for us?
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@ mgél Recruiting Employees

5 B A AR ?
Do we have any good candidates?
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2 RO/ R - K - W o
This is our new team member, Jamie Clay.
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How does annual leave work?
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@ %Eﬂiﬁ% Asking for Time Off
% {1 B AR R B TS 2
Have you talked with anyone about covering you?
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@ ﬁ# \$§§ Dealing with Office Matters
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Where do I print to?
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Interviewing

3 #EH® SENTENCES IN A SNAP
HEPBEERLAS

HHERRE

REEBRIELMAE ?

Why do you want to work for us?

DIV ) o EMTFRESH
i>ampy  This job is a good fit for me.

o HARRERERRE
This company is a leader in the industry.
REFMDAEH R T ?

What do you know about our company?

fRAE 1R HEREREERS ?

Do you have any related experience?

CIVIN o (RETIGEIE R TR0 2
iz Have you ever done this kind of job before?

R BB RIAI T/ ?
Why are you leaving your present job?

i i:4:4 * Why did you leave your last job?
L’y ¢ What made you decide to leave?

industry n. E%

EIERIRERR 7 AR
oh - EEHEMATUN
EHRME !

) related adj. #8RARY

present {EFZE AR * BR
& " BaEifY ) B current
BEMER -
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fRERIEBITEBSZAT ?
How long have you been at your
current job?

REEREEC ?
How would you describe yourself?

O « BARHEERSIHENA o

ampg  I'd say | am hardworking and honest.
REBBECHEEE?
What do you consider to be your

strengths?

fREAL B CRFEREMNM ?

Where do you see yourself in five years?

* Where do you hope to be in five years?
Y « What do you expect to be doing in five years?
¢ Do you have a career plan for the next five
years?

% B8 34— T RAY TAEAERE -
Tell me a little about your work history.

240 o AEMRIEEIRSEATE
riey  Tell me about your management experience.

) describe v. filit ; oA

[ strength n. {E%
(3 weakness n. ER2%

TSRS + in + 4E5
ERERERANERE
HOAZER - f5l40 © | have
12 years experience
in sales. (¥ H+=%
FISHESHSER ) -

work history (= work
experience) T{F{ZE
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Interviewing

IRF LR TIEE RS ?
What are you looking for in a job?

VN o (RIEBEREBHRAMM BT ?

s What have you had the most success with in
your career?

AR B 1A LR A RIEGA TIFEH -
Describe the most rewarding experience of
your career this far.

AR IRERE B Z IR T/ERAE -
Tell me about your work relationship
with your colleagues.

1M o MRRAEERTEEEERE ?
& How do you cope with disagreements with
colleagues?

REZENFEESD ?
What is your anticipated salary?

i -1 * How much do you expect to earn at this
Y position?

BER - REJLAINYEE ?
Will you be able to work
overtime when needed?

Are you willing to
travel on business?

R+ EE R AR R LS ?

Do you have any questions for me?

i i7 1 * Do you have any questions you'd like to ask?
tHarkl

TREEREE A HERS 7

[ look for #HE15%|
) career n. HE
) rewarding adj. {&15#

O colleague n. @%E

cope with RI2

() disagreement n. R
T& P

B agreement n. BR—
B BE

) anticipated adj.
HIZZRY

D salary n. ##&

2 ¥]
FANBEERSER TR
R+ EBHRLHTIEN -

) overtime adv. ¥t
1 BRI

ESREERE » ARE
EF SRS ERE -
HERGFAILUER— -
FRIERA/DAIRRE - A
H# * | don't have
any questions.



FEHER IR

o

25

TERE ML ?

What exactly does this job involve?

EMITERELES?

Does this job involve travel?
B
a7,

ERTERE NS ?

Does this job entail working overtime?

o FEEES?
How much travel is involved?

B R ERRIER ?
What kind of benefits does your
company offer?

BEBEIRIGEERIEES ?

Are there any opportunities for on-the-
job training or study?

o BATERE BB ?

Does the company have a college tuition
reimbursement program?

L0
&

Dinvolve v. &8

THZE BT AR
travel &5 A
LUA business trip 2
off-site o

Dentail v. 2% ; i

benefit AREARIRMHE
BTMiaH - BESER
B - 825 + welfare 8IF
FABUFRELATEF] o

OJT & on-the-job
training (7EREENI#E)
]

@ on the job
W TIER

[ tuition n. 2%

) reimbursement n.
i 5 B
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Interviewing

F AR B ] LABR B R AV[EI S ?

When should | expect to hear from you?

ampg  We'll be making our final decision later in the

I » HMBEEEBENMRENAE o
¥
week.

FABEHEEMN TERREANE -

| believe I'm the best person for the job.

SPCREEIKE
Thank you for the opportunity.

it 44 e It's been a pleasure meeting you.
w8 « Thanks for taking the time to meet with me.

hear from IEIFE AR
ESERE S
) decision n. ®%E

AMRRRIFIE 7]
LIE#ER © | hope Il
have the chance to
work with you. (F
z)gﬁmaam:m
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1 738g 5% SHORT TALKS
RERBNHES

A: You must be Gretchen Greene. I'm Jeff

Hailey.

B: Nice to meet you. Z®o

A: Come on in. Take a seat. Do you have a REBHE o S - BRI
copy of your résumé?’ w7

B: | also have two letters of reference’ from
former teachers.

LIRS - B - m
BEMX - BA -
#h
“ o
)3
i
i

A BHEME LA MR

W BESARBIT—5 o 5B
HETHE BEHE 0 #
iR e R ERRSRERE

A: Ahh, thinking ahead. That's a good quality.
Let me ask you, Gretchen; how would you

I

describe yourself in short adjectives? SREAED 7
B: I'm hard working, resourceful,” and KI8T - EERERT
punctual.’ BRI
A: Where do you see yourself in five years? PRI B SR E A ?
B: | know there’s a lot to learn in this field, but « H#EEEESERSHA

22 BAFRRETEC

in fi I ki r
in five years | see myself as a key membe P et

of the team, giving input and helping the

2 AR RBNERRERL BT o
team meet its goals.
FAEFH& PHRASE FOCUS
1. résumé [‘rezo,me] n. FEFER 3. resourceful [rr'sorsfal] adj.
2. reference [reforons] n. #EBE 1 2% EREEN  RESEN

4. punctual [ panktfual] adj. #RFEI
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Recruiting Employees

)

3 #E A SENTENCES IN A SNAP
HEPBEEE TR

EEHNAEEE
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FRZPLEBAREFTERT - RMOIEHRAE
it o

Juliana gave her notice last week. We
need to replace her.

BE—EEEAIRAL -
It's an entry-level position.

L)
ik

o ER— (BB HIBAL -
This is an executive-level position.

KREBEEL EMFERIA -
| want someone with at least two years
of experience.

* The job requires at least two years’ experience.

BED « The ideal candidate will have more than two
years of job-related experience.

(3 give notice 1EHIFE
D replace v. ## 5 B

[ entry-level adj. E4
P APy

8 : entry, low,
lower

mid, junior,
intermediate
executive,
top, upper

o :
e

MRTET " ESE
SRR | FTLLERER ©
Applicants must have
five years’ experience in
sales. (EMEVABAEF
FOSHEERTER - )

candidate 7Et#E "k
BEME  BINEEH
BEEE TREA B

g
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HOFBEALEEEFHIA -

We need someone able to hit the
ground running.

o BTASEBERTAEARR -

The first few weeks will be dedicated to
bringing the person up to speed.

T
ik

HEL—RHBEAEHBEITHAIARG ?

In the last recruitment fair, were there
any good candidates?

EEE—MHIEBEEE -

Here’s a list of job duties.

EEBBNFEEEESD ?
What's the salary range for this
position?

KEELRAEEE RIS - HeesEX
MSETIE -

The applicant should be flexible,
creative, and be able to work in a team
atmosphere.

Ba

3 hit the ground
running REBHER
RIRARE

be dedicated to
AR

up to speed
TEBIHRR ; ERIRE
BHEE

) recruitment n. EMA
O fairn. MERKE

D duty n. B B

) flexible adj. Tato ;
AR
[ atmosphere n.

TR EGERN - EH
40l flexible  creative ;538
BAREAY IR

5
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Recruiting Employees
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FMERE EHENBARNSRERIRZE
We received a lot of responses from our
Internet ads.

* Aflood of applicants responded to our online
w8 job posting.

ERESTELRBERE  BMEHET-EA

RER °

After screening the applications, we are

inviting 12 candidates to come for an

interview.

[ response n. [EIfE
respond to
HR e

[ screen v. BE ; #i
[ application n. &7 ;
BEER

"' & ¥j %«(

REKE B TS BB ?
What are the qualifications for the
position?

RBEFESLEE?

How much experience do the applicants
need?

FEHERBEETRAROERRESRT
TE o

The salary ranges from 40 to 50 grand
depending on experience.

) qualification n. &#% ;
"

) applicant n. #FEA

D grand n.
—FET ()

ERSMOFTE B LU FFrat
H o flgn : THREIME
FHOUBA T AE
7 : The research job
pays in the mid-40s. °
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REFHEERENRS ?
Do you have a detailed list of duties?

RMEZERR LTIERTES -
We should place an ad in the paper.

i o (AR EFIBCRA RS 7
MiE Have you thought about placing an ad online?

BErEEES ?
What would you like in the ad?

t {44 * What would you like the ad to read?
ALl

fRAAE S EEEHERNIRBA ©
You have to interview every qualified
applicant.

HMEEESRIANES?
Do we have any good candidates?

VI o HEEA ARG ?
iE Has anyone worthwhile applied?

BT AEERBHIEHARS °

First, let’s post it internally.

) detailed adj. F#HEY

o
place EEFEAR - H "F
BIWER-
#h
{E
N 4
B

) qualified adj. &1&#9
ELflEE

[ worthwhile adj.
B89

BIMEAETIA hire
externally » bring in
new blood 2 make
an outside hire &R ©
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Recruiting Employees

1 ##8E5E SHORT TALKS
BRRRNAES

HAERETIEESBET

A: We're ready to place the ad for engineers.
F26M - PRERTRIATERS 7

Do you have time to talk about it?

B: Of course. Come on in. What would you B R - SR

like in the ad? R ?
A: We'll be accepting aps from both residents' ! AE R\ EE#E RS E
i 4 i 2 o HPIARGIHIMET
and foreigners. We'll need to list the e

eligibility” regs for foreign workers.

e ERIMETIEE - H
PSR REHRFAKAR
38 o AR - (RFAEZAMWLT

B: All right. For foreign workers, we have to
petition® the CIS* for permanent visas. So,

what job-related skills are you looking for? | (eigasas 2

A: Applicants need a Civil Engineering degree, | #EEHLATREN -
and they must have or be willing to get a %ﬁg?ﬁﬁﬁﬁmﬁsﬁﬁ
PE license.’

B: Got it. What non-technical skills do you T8 o BB IR TRAEIR
want listed? FImeEFER?

A: Um, detail-oriented, able to work ﬁ;ﬁﬂfg . gg%{'&%ﬁg

. . EFSE - B~ FBIERY

alone or with a team, flexible, superb PSRRI » SAERAF] -

problem-solving skills, fluency in French,

: . LI R HAORITEB IS IREE - Bl
outstanding technical-communication BB AE N LU R B
skills, great analytical and organizational OBREHE -
skills, and advanced computer skills.

B: All right. 17 ©
FAEEFH&aE PHRASE FOCUS
1. resident ['rezodont] n. BR 4. CIS (= Citizen and Immigration
2. eligibility [.€lodza’bulati] n. &8 : #{E Services) BERRE
3. petition [ps'ufon] v. EAZE ; F4 5. license ['larsns] n. #188 (PE license 2
i profession engineer license H%

FEHER )
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Getting Started

3 #E A SENTENCES IN A SNAP
RERBNMBIEA BV

BRI A B A A

30

EOmA -
Welcome aboard!

i t:4:4 * Good to have you aboard.
LIy e Nice to have you with us. Welcome.
* Glad to have you with us.
KRS EIREEIAFE
We're glad you joined us.
LN o EOOMMAFEERE/NRE
ik Welcome to our little family.

o RERREABKRG—HTF o
Good to have you as part of the team.

SRR — TR -

i i:4:4 * Let me show you around the office.
tarLL

Let me show you the lay of the land.

TERS IS A RLRS
HEEE welcome
aboard ' &7 "D
B (JER) 5 ©

glad AT LLA delighted
ig -

show sb the lay of
the land
R AR
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ERIRAVEENL - BEMEMIRIKER
This is your desk; let me know if you
need anything.

(110 o FEEME o (RATLIE—TFIERE -
i I'll leave you at your desk to get acquainted

with your surroundings.

AR EC2HAMED @ RERMTEA
ART °

Don’t worry about being new; you'll be
up to speed soon.

KBEMREEESEEGRIFY -
I'm sure you'll fit in here just fine.
TR o BEEHREREERIE - RIS —RESHERLS -

i I’m sure you'll enjoy working here. You're
teamed up with a good group.

MEMRHREMFEEERKTE 75 7?
If you ever need anything, you can
always count on me, OK?

i i-1:4 * I'm here for you if you need anything.
LIy o If you have any questions, feel free to ask.

RRETERMRIELAIGRE -
I'll be happy to show you the ropes.

get acquainted with
WE TH

) surroundings n. I

(1EFHREH )

LR 23

up to speed £ it#

BRI . 0 AT
& get caught up *
know all there is to
know °

@ fitin @A
() team up with
P

counton {3

) feel free (to do sth)
THER  BEE

show sb the ropes
EREA (IT1F) 3
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