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[ 0O 0O 662.What sort of responsibilities does this secretarys job
involvel DO O0OO0OO0OOOOOONO 663.Thisjobis
handling routine tasks[] such as typing letters and documents

[ receiving visitorsL] answering phone callsand so on. [1 [J [0 O [
Jododododododouooooodouoodo
0 0O 0O 664.1think Hl get familiarinnotime. O 0O 0O 0O 0O 0O 0O O O
[1 665.Moreoverl] how is your English ability(d Do you think you
could handle telephone calls in Englishd O OO0 OO0 OO0 OO
DO0000000000 666.1think I can.My English scores
were always on the top three of my class of 40 at school. O O O [0 [
Jodododou4odododododon ee7.0am
afraidyou cantfileinEnglish. OO0 o0 ododododn
668.But Id beglad to learnU sir. L 0O 0 U O 0O O O O 669.1 see in
your application that youve several years experience in secretarial
work.What kind of work were you doing at your previous employers
companyl D0 OO0 O0O00O00ooooooooooo
OO0000000000 670.1was in charge of the office in a
general way.l supervised three other girls and also took care of the
companyscorrespondence. 1 0 0 00000000 OO0OO
Jo000000odododododo e71.Did you take
shorthandand doallthetypingd DO OO OO0 OO00OOOO
0000000 672.1typed all the letters that went out of the



office.l was the only one there who could take shorthand. [J [0 O [
Jo0o0doodooooooooooooooon
673.How is your shorthandd O 00 00 OO O O O O O 674.1 can take
dictationatordinaryspeed. 0 OO0 OO0 OO0 OO0OOO
675.What courses have you taken in English Secretarial Studiest] [
JO0000000000000 676.1ve taken such courses as
secretarial principlest] office ad-ministration] business English

[J public relationsL] etiquette study] psychologyl] computer
programmingl] typingL] stenographyL] and file-keeping. U U [ [J
J0o0doo0oooodoooooooooooooa
J000000o0o0oodoooonogn e77.Canyou
operate any office machinestd OO O 0O O O 0O O OO 678.1 can
type 60 words per minutel] and take dictation in English at 100
wordsperminute. J OO0 OO0 Oe00 D000 OO0OOOOMO
[1 0010000 OO 679.1 can operate a facsimile machine and a photostat.
DO00000000000 680.Where have you learned how to
operate these machinesl] OO0 0 OO0 0 OO0O0OO0OO
681.1 learned how to operate them at ABC Company.l worked there
fornearlytwoyears. DO OJABCUU OO OOOOOOOOO
OO000000000 Dialogue B U 1= Interviewer [ [ [1 A=
Applicant 10 OO 0O OO AL May | come inJ 100 Yes[] please. A

[1 How do you doLI sirlJ Im Shuijng Cai.lve come for an inter-view
as requested. 1.0 How do you dold Miss CailJ Im Hongwei Guo

[ the office administrator] please take a seat. ALl Thank yould Mr.
Guo. I Now lets get down to talk.First of allC] would you please say
something about yourself and familyd ALl Its my pleasure to do so.l



come from Dongguan city.My father is the manager of an import
and export company in Dongguan and my mother works as a doctor
In a hospital.l have an elder brother.He is in the army.l am
twenty-one years old.In 199207 | passed the National College
Entrance Examinations and was admitted into Guangzhou Institute
of Foreign Languages as an English Major.1 specialize in English
Secretarial Studies. 1.1 What courses have you taken in English
Secretarial studiesl] AL lve taken such courses as secretarial
principlesl] office administration] business English] public
relationsl] etiquette study] psychologyl]l computer programming
[1 typing[J stenography and file-keeping. IL1 How are your typing
and shorthand skillst1 ALl I can type 60 words per minutel] and
take dictation in English at 100 words per minute. 1] Id like to try
you out.Heres a pencil and a pad.Please take this letter] Johnson
Trading CompanyJ Sixteen Regent Street.Now if you dont mind

[1 would you type up your dictation on that typewriter[] ALl Not at
alllJ sir.[] preceed to typingL] Here you arel] Mr. Guo. |

[ Thanks.HummU pretty good.No mistakes and very fast[] too.But
can you operate any other office machinesl] ALl Yes.l can operate a
facsimile machine and a photostat. IL] Where have you learned how
to operate these machinest] ALl | learned how to operate them at
Foreign Trade Corporation of Guangdong Province last summer.|
worked there for nearly two months. 10 Oh reallyl] AL YesL] it
was a very helpful experience. 1] What did you work therel] office
workd AL Yes[] mostly office work and sometimes running
errands. 1L0 Oh[J very good[] very good.Youve had some practical



experience in office work.By the way[l have you had any experience
asaguidel] AL WelllI not exactly.But I have shown some of my
foreign teachers around Guangzhou and the Pearl River Delta as
well. ITJ Once in a while well organize the members of this club to
sightseeing around Guangzhou and the Pearl River Delta and |
would like to be able to ask my secretary to take them to go
sightseeing when there is not much to do in the office. Al | think |
would like that. 1] Fine.You are the very person we want. A

[J Thank yould sir. 11 What salary would you expect to getl] A

[1 As for salary[] I leave it to you to decide after experience of my
capacity. IL1 WellI I believe we can offer you 2[1 500 yuan a month
at the start. Would that be satisfactoryd AL Yes] I am quite
satisfied. That would be more than | have expected. 1L] What date
can you start to workd AL | wont be able to leave the institute until
| get my diploma at the end of this month.How about early next
monthJ I Thatll do.Please come in on August 1st.Working hours
are from eight to twelve in the morning and from two to six in the
afternoon.We usually work for five days a weekL] but occasionally
we have to work overtime. A YesU] sir. I 1l see you on August 1st
then.Thank you very much for coming today.lItll be a pleasure to
have you here. ALl Thank youl] Mr. Guo.Im sure Il enjoy working
hereld too. IJ I hope so.Good-bye. ALl Good-bye. Notes [] [
1.Letsgetdowntotalkd firstofallD 0 DO OO0 O OOOOOO
2.1n 19921 | passed the National College Entrance Examinations
and was admitted into Guangzhou Institute of Foreign Languages as
an English major.I specialize in English Secretarial Studies] 1992[]



Jododododododouooooodouoodo
0000 3.0would like to try you out. [ U1 [0 [J [0 [J [0 4.Please
take this letter] Johnson Trading Company[] Sixteen Regent Street.
Jod0o0dododolleododododn 5.Yesd mostly
office work and sometimes running errands. J U O 0O O 0O O O O
DO0000000000 6.Welld not exactly.But | have shown
some of my foreign teachers around Guangzhou and the Pear River
Deltaaswell OO0 OO0 0OO0OO0OO0OOOOOOOOO
DO000o00dodooddn 7.0nceinawhile well organize
the members of this club to sightsee around Guangzhou and the
Pearl River Delta and | would like to be able to ask my secretary to
take them to go sightseeing when there is not much to do in the
ofice DO UOUOOUOUOUOOUOUOOUOOOOUOn
Jododododododooooooodooodo
000000 Words and Expressions administrator n.[J [0 [ [
00000 officeadministrator U O O O O firstof all O LI admit
v.O OO OOOO beadmitted into U U O O etiquette n.[1 [ [
(1 O stenography n.0J O O pad n.0J O O regentn.lJ O O Sixteen
Regent Street [1 [J [1 1601 facsimile machine I [ I photostat n.v.
DOo000o00derrandn.00 000 runerrands O O O O O go
anerrand J OO OO 100Test U O DO D OOOOOOOONO
OO0o0o0dood www.100test.com



