JodododpPDFROOOUOOUOOODOODOUODOODOOO
[]
https://www.100test.com/kao_ti2020/264/2021 2022 E4 BD 93
E9 AA 8C E7 AF 87 E2 ¢96 264556.htm 00 00 00O 0O 0O O[O
Jododododododooooooodooodo
Jododododododouooooodooodo
Jododododododouooooodooodo
1 BASIC EXPRESSIONS O OO OO 0O O O 1) Is he available now? [
0000000 2)Istarted the job as a junior secretary. [ [ [ [
DO000000o00oodnd 3) Thenwhat the reason that
promoted you to leave Southeast Company? U 0O O O 0O 0O OO O
OOO000000 4)Your company is the leading dealer in the
Importand exportofcosmetics. 1 U OO0 OO0 000000 OO
0000000 5) They also say | am a cheerful person to work
with I don bring my problemstowork. 0 O O OO 00O O 0O OO
Jo000000o0odododod e)lthrive on challenge
and work well in high-stress environments. [ U 0 0O O O O 0O O
JOo0o00odododododod 7) What specific duties
would I performif lamhired? D 00000000 OO0OOOO
(1 0O O 8) Our company is an international trade-oriented
company. OO0 OO0 ooooododn 9)lreally need
more information about the job before we start to discuss salary. [
Jo0o0,000000000000 10) Maybe you could
tell me what is budgeted for the position. 1 O O OO0 OO0 OO O
OO0000000000 CONVERSATIONS O [

[ A=Applicant I=Interviewer] Dialogue 1 R: Good moring,



madam. Can I help you? A: Good moring. | am Sunfang. Yesterday
Mr. Smith told me to come for a job interview this morning. Is he
available now? R: Yes, he is waiting for you in Room 123. A: Thank
you very much. (Sunfang is knocking at the door.) A: May | come
In? I.: Come in,please. A: Good moring, Mr. Smith. I am Sunfang
coming for an interview. I: Nice to see you. Take a seat, please. A:
Thank you. I: Wee been looking over your application. | see youe
got several years experience in secretarial work. What kind of work
did you do in your previous job? A: | mainly did typing, filing,
answering telephone calls and such routine work in the beginning. |
started the job as a junior secretary, but within the year | was
promoted to senior secretary of Southeast Company. | drafted
business correspondence for the general manager. I: Then what the
reason that promoted you to leave Southeast Company? A: Last
month the company moved to Guangzhou for further development.
| was reluctant to relocate because I love Nanjing so much. I: Tell me
what you know about our company. A: Your company is the leading
dealer in the import and export of cosmetics. Also, you have a
reputation for being a good company to work for and you are in last
year op 500 Employers list. I: Tell me three positive qualities your
coworkers would use to describe you and your work style. A: First
they say | am very punctual. They also say | am a cheerful person to
work with | don bring my problems to work. | try to have a positive
attitude about work. And thirdly, they say | am flexible | accept
change easily. I: Tell me something about your education. A: |
graduated from Yangzhou Junior College. Now | am attending



evening classes in Nanjing Radio &amp. TV University three times a
week. My major is International Trade. le already passed over half of
the compulsory courses and five optional courses, and expect to

receive a B.A. degree next year. I: | see you are an ambitious young
lady. I wish you can make greater progress in the future. R:[J 00 O [
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Dialogue 2 I: Tell me about yourself and your past experience. A: |
have worked as an executive secretary for 5 years, first for trading
companies, and now | am working for a trust company. I interact
well with peers, clients, administrators and bosses. I thrive on
challenge and work well in high-stress environments. I: How are
your typing and shorthand skills? A: I can type 100 Chinese words a
minute and take dictation in English at 150 words a minute. I: Can
you operate computers skillfully? A: Yes, | can. | have received some
special trainning in computers. Besides | am good at operating
common office machines, such as fax machines and duplicating
machines. I: Sometimes we are very busy and need to work overtime.
How do you feel about that? A: That all right. But could you tell me
how often and how many hours | should work overtime? I: It just
depends. If we have important visiting delegations, you have to stay
with us. It not unusual. A: Mr. Smith, | like to ask you a question. I:
OK, please. A: What specific duties would | perform if | am hired? I:
Nothing different from a secretary common responsibilities.
However, you know, our company is an international trade-oriented
company, can you handle English papers and write English
correspondence? A: Yes. | specialized in English secretary studies at
college and that one of the main parts of my present job. I: What are
your salary expectations? A: | really need more information about
the job before we start to discuss salary. Maybe you could tell me
what is budgeted for the position. I: The starting monthly salary
would be [0 2,000, with rises after the half year according to your



competence. A: I think it acceptable and | really like the job. And
when can | know the decision? I: Wel inform you of our final
decision by early July. Do you have any other questions? A: No.
Thankyouforthetime. 0 OO0 0OO00OO0O0OOO0O A:O
Jododododododooooooodooodo
Jododododododouooooodooodo
Jododododododouooooodooodo
o000 rooooooooooono Ao0000odioo
Jodododooodogiood rooouoooouao
D0 Ad0O0O0O0O0D0000O00O00O0O00O00O000On
JododododououoooonooooonD rod
Jodododododouooouoo A:ooooon
Jdododododououoo rodoooooood
Jododododododooooooodooodo
OO0 Ad00000O000000000 rooooood
Al0O00000O00OoU0oUOoUuoU rooooooo
Jodododouododouooooodouoodo
JododododADdbDd0oooooobooooon
Jododododououoooonooooo oo
o000 AdD0000D00o0o0ooooooooon
Jodododododouooooouoo rgodgo
Ju00000o0oooooooono AAo0o00ao
Jododododododouooooouooogd .
Jdodo7dododooooooooooooouoooo
Ad0O0O0O0O00O00O00O00 availlable0 OO0 OO0 o
[J O secretarial O O O promote LI O U O O junior O O O senior



OO0 draft d O reluctant U O O O dealer O O O import O [
export UJ [0 punctual O OO O ambitious O UJ OO O shorthand U [
dictation [J [0 oriented J I O 0 O O duplicating machine [ [
0 budget J 00 competence 1 0 DO OO0 OOO0OO0OOOMO
Jododododododooooooodooodo
Jo0d0o0dododododododoeprinterd 0 O0O
[J duplicating machine] [0 O 0 O O fax machined 0O O O O

[ computerd U 00 O O O typewriterld O U 0O O U epidiascopel]
Jododododododouooooodouoodo
Jo00o00odooododooododpatentt O OO
OcarefulD DO OO OflexibleD D OO OOOOUOoooOO
Jodododododooouooooodouoodo
DO000000o00ooOdooddan 1) lsheavailable now? [
000000 free at liberty 2) Your company the leading dealer in
the import and export of cosmetics. chemical products electronic
productscostume jewellery O 0 OO0 OO0 000000 OOO
Jod0ododooooooooooooodn 3)Ihave
worked as an executive secretary for 5 years. a secretary to the
manager a senior secretary a private secretary 1 U O O O O O O
D00 00000000 0000 4)What specific duties
would I perform if I am hired? would I be responsible for would I be
assigned 0000000 0O00OOO0OOONOO 5)Maybe
you could tell me what is budgeted for the position. prearranged
alocated D DO 0O O0OO0OOOOOOOOOOOONO
10TestD OO0 OUOOUOOUOOUOODUOOOOOO
www.100test.com



