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Building up Your Business Talk
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1 LAELEE The New Job
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This is our new team member, Jamie Clay.

-
I::‘
%iii ="

o s BT A, -
S mwe

@ )\Eﬁﬁ Talking with HR
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How does annual leave work?
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ave you talked with anyone about covering you?
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Where do [ print to?
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Interviewing
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) industry n. &%

W R W E N

Why do you want to work for us? DT S
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Time4  This job is a good fit for me.
o #4272 &G -
This company is a leader in the industry.
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What do you know about our company?

) related adi. 1ER8AY
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Do you have any related experience?
IO ¢ CRLLATBAIEMA T 15N 7
ik Have you ever done this kind of job before?

O attmrmasRTE? present (FIBER « B2
. - B "Hm8 - B/ current
Why are you leaving your present job? | smsmm-

i t:1:4 * Why did you leave your last job?
1Iby « What made you decide to leave?
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fREBEMRITIEMSZAT ?
How long have you been at your
current job?

fREEREZEC ?
How would you describe yourself?

OPnE § * HEIRHEEERSENMAA -
Cime4 1'd say | am hardworking and honest.

fRZ2 B ECHTEEEEL?

What do you consider to be your
strengths?

fREFEEBCLFEREMNME ?
Where do you see yourself in five years?

» Where do you hope to be in five years?
Bl « What do you expect to be doing in five years?

* Do you have a career plan for the next five
years?
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Tell me a little about your work history.
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ey Tell me about your management experience.

0 describe v @ik BEE

2 strength n. (@R
2 weakness n. B35
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12 years experience
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work history (= work
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TERETBEMIL ?
What exactly does this job involve?

B fp TAERELEM ?

Does this job involve travel?
Wi ¢ WEHEE T
el How much travel is involved?

B TERZRIIS ?
Does this job entail working overtime?

S B R EERIREF] ?
What kind of benefits does your
company offer?

B EREIREGE SRR TS ?
Are there any opportunities for on-the-
job training or study?
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o Does the company have a college tuition
reimbursement program?
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benefit FifHE0RHEHE
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QT # 2 on-the-job
training ( FESLIM)
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on the job
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Fo KB (a] BF o] LLER R IERIEF ?

When should | expect to hear from you?

We'll be making our final decision later in the

BN * HMaEEEmIE S st -
R E=
week.

HAEHREN TEMREAER -

| believe I'm the best person for the job.
HHICIEFE T -
Thank you for the opportunity.

1114 = It's been a pleasure meeting you.
wIVY e Thanks for taking the time to meet with me.
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copy of your résumé?’

IREATR FNSRENSR
A: You must be Gretchen Greene. I'm |eff R R A - AR -
Hailey.  BEEx - BH -
B: Nice to meet you.  FE
A: Come on in. Take a seat. Do you have a  HRERE - BRA - MR AR
B

B: |also have two letters of reference’ from - Bt WAL AIERTRE
former teachers. MRS -
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b - bR A ER R EREE
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A: Ahh, thinking ahead. That's a good quality.
Let me ask you, Gretchen; how would you
describe yourself in short adjectives? :

B: I'm hard working, resourceful,” and

punctual.’ | BRRHRS -
A: Where do you see yourself in five years? BB D AF AR ?
B: | know there’s a lot to learn in this field, but | g EEEHERS %

in five years | see myself as a key member | B2 @ HRFREIETEC
of the team, giving input and helping the EEBARONE - REIEH

; A8 R B -
team meet its goals. :
FREREEFHAE PHRASE FOCUS
1. résumé [ reza.me] n. FERER 3. resourceful [risarsfal] adj.
2. reference [reforans] n. JERE(E © 8% BremEEy  EESHEM

4. punctual [ pankifual] adj. 2ERSRY
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e acct accountant ®ETEM - emktg marketing T8I

e acctg accounting At smed medical BN
« admin administrative {JEAY  ofin  finance B1%#5: W&
e arch architect IRSEEH o fin'l  financial Bi¥ERY ; BiSmY

e asst  assistant BhER « P/A  program analyst
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e prog programmer 26D
« PR public relations RIS
« publ blishi RS
o dir director 2885 Pu PUBIRRING
. . e RE real estate Efhg
e glec  electrical/electronic

Bf ()N « recept receptionist ¥ERFE

e atty  attormey 260
« bkkpr bookkeeper WicH : SCIRE
e chem chemistry {B58

s engr engineer TFEEN « supt  superintendent
: HEE X8

« mgmt management S

SifiE  FuIEEEE A ® SVC service ARFSSE
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« mftg manufacturing 24E (%) 0 esecy secretary ##&
«IT  information technology *sys  systems ik
HAEE technician T8
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* aps applications HiE§ « offcfofc  office L=
 app compurter application * perm permanent kA M)
B FEAER 5
i «P/T part-time &

* bkgrnd  background H&®
» bnfts benefits i&¥)

. rep representative {3
o req/req'd required TEM

*co i s * reqs requirements EFH
e coll college A e dsumé FEIEE

* exee BRRcUnie St . eresp responsible EHE{EAY
. EXP experience #58% responsibility ®1{E

« exp'd experienced BEEERY « sal salary ¥ ;

e F/T full-time 26 W/ with §

*int interior PIERAY ¢ EAHY « wid wanted B

* NECs neccessary (AER) E

{iRo] DASLERL R T EERI AR S
Eid T 7 FATF
Exp'd Mrkg Secy Experienced marketing secretary with financial

w/fin bkgrnd needed background is needed for a short-term project.
Salary and benefits are negotiable. Call Bob at
347-555-0048,

for short-term project.

Sal/bnfts neg. Call Bob

347-555. HHEE SHEEWMATERE - A#BIBER -
24/-222-0048. R EREF TS - SR 347-555-0048 & E{E -
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. I'd like to take a couple of personal days next week.
(A) Be sure to CC me on these e-mails.
(B) We need someone able to hit the ground running.
(C)Fill in a request form and I'll sign it for you.

. How would you describe yourself?
(A) I'd say I'm hardworking and honest.
(B) You have to interview every qualified applicant.
(C)}I'm feeling a bit under the weather.

. Would it be all right if | took a couple of days off?
(A) Let’s go for a tour of the office.
(B) If you need time off on short notice, speak with your manager.
(C)What are the qualifications for the position?

. Where can | get office supplies?
(A) Thank you for the opportunity.
(B) Do | have a password?
(C)The supply cabinet is next to the copy machine.

. We should place an ad in the paper.
(A) How do | set up a conference call?
(B) First, let’s post it internally.
(CyMay | jump in for two pages?

. George, this is Jamie Clay. He's joining your team today.
(A) Good to have you aboard.
(B) Who do | report to?
(C)! have an emergency at home. | need to go right away!

- How much experience do the applicants need?
(A) It's an entry-level position.
(B) Which section do you work in?
(C)This is your key card and staff number.

. When do performance reviews happen?
(A) Employees are evaluated three times a year.
(B) Working hours are from eight-thirty to five.
(C)As a new employee, you get five days of annual vacation.
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