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€96 _254221.htm Key Sentences] [ O OJ OO OO 119.Have you got
any experience inadvertisingd U OO0 OO0 O00OOO 120.Do
you have any sales experiencel] O 00O 00O O 0O O 121.Do you
have any practical experience asasecretaryl] OO0 O 0O 0O 0O 0O O
00000 122.YesU | have been working in the Public Relations
Section of acompany inthe pasttwoyears. 0 O OO0 0O 0O O O O
DO00000000000 123.Yesl 1 worked in a fashion shop
last summer as part-time salesgir. D O OO0 OO0 0000000
OO0 O 124.YesU sir.l have been a secretary in an insurance
company. 0000000000000 OoooooOOn
[1 125.Although I have no experience in this fieldlJ Im willing to
earn. 000000000 0OO0OOOOOOOONO 126.1 am
sorry to say that | have no experience inthisfield. 0 0O O O O O O
0000000 127.Would you tell me the essential qualities a
secretaryshould maintain J O 0000000000000
OO00000000 128.Welll to begin with(d 1d say she needs
to be diligent] and the second point is that she has to do a lot of
things on her own initiative.Finally(] she can make report writing
[ summary writing] keep minutes at meetingsC] and so on.Most
Important of all is that she seems to have a better memory than
average. 1 O 0o odobododouooouood
Jododododododouooooodooodo
Jododododododouooooodooodo



DO000000000 129.What have you learned from jobs you
haveheldd OO0 O0OO0O0OO0OOOOODO 130.Abovealld |
have learned that what is good for the company is good for me.So |
follow the instructions strictly and always keep my boss informed. [
Jododoboooooodobooouooouoooooa
DO00000000000 131.What work were you responsible
foratyour previousworkunitD D OO0 00000000000
[1 132.1 was responsible for advertising designs. U U 0 O O O O O
133.How many employer have you worked forld [0 00 O U O 0O [
000000 134.0nly oneld since | have been graduated from
the university for justoverayear. 1 0 U OO0 00000 0O
00O 0O 0O Dialogue A OO 100 Interviewerl] [ 0O AL Applicantd [
(1 O 100 Have you got any experience in advertisingl] AL Yes[] |
have been working in the Public Relations Section of a company in
the past two years.| plan the advertising campaign and cooperate the
work of artists and typographers.Sometimes | have to do the work of
a specialist when theres something urgent. 1LJ Do you have any
practical experience as a secretaryd ALl Yes[] sir.l acted asa
secretary in an insurance company. 1L Would you tell me the
essential qualities a secretary should maintain(] AL Well[ to begin
with.I would say she needs to be diligent[] and the second Point is
that she has to do a lot of things on has own initiative.Finallyd she
can make notes in shorthand and types and has the skills in report
writing] summary writ-ingJ keep minutes at meetingsC] and so
on.Most important of all is that she seems to have a better memory
than average. ILJ Have you had any experience with computerst] A



[1 YesUI I studied in a computer training programl] and can pro

[1 cess data through the computer. ILI Thats fine.What abut
operating the fax and duplicatorsC] AL I can handle them without
any trouble. ICJ What have you learned from jobs you have held] A
[1 Above alllJ | have learned that what is good for the company is
good for me.So | follow the instructions strictly and all] ways keep
my boss informed. 10 How often do you work overtimell ALl |
worked overtime several times a month. Dialogue B 111 Do you have
any sales experienceld ALl Yes[ | worked in a fashion shop as
part-time salesgirl. ILJ What kind of work are you doing nowl]l A

(I Im[ working as an export sales staff member for a foreign trading
company. 100Test D D OO0 O0O0Oooooooooon
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