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PRACTICAL BUSINESS ENGLISH TALKING

外 企 人 员 实 用 商 务 英 语 会 话 
A JOB INTERVIEW

1. Dialogue

(HR Manager Linda is having an interview with job applicant Mary in the reception room.)

L:  Good morning, welcome to our interview!

M:  Good morning! My name is Mary Li, and I’m very glad to be here for your interview.

L:  I am Linda Wang, H.R. Manager. In the following time I would like you to answer my questions to your best knowledge.

M:  Yes, I’ll be trying my best.

L:  Firstly, can you briefly introduce yourself, or tell us about your personal information?

M:  Sure. I come from Yancheng City, Northern Jiangsu Province. I was born in 1981. Presently I am staying at my aunt’s home in Suzhou New District. I quit my job last month and I’m currently looking for a new position which can fit me well.

L:  When and where did you go to college? 

M:  I graduated from Nanjing Science & Technology University, and I studied there from 1998 to 2002 for four years. 

L:  What was your major? Did you get a diploma or a degree?

M:  I majored in Industrial Management, and got a degree of BS, which stands for Bachelor’s Degree of Science.

.L:  Then, what did you do after graduation?

M:  After graduation I had worked as a Sourcing Specialist at a local company in Yancheng for three years. I left there two months ago as you already know.

L:  What were your responsibilities or duties in this company?

M:  I was responsible for finding suppliers and purchasing raw materials for molding and stamping production from domestic or overseas market.

L:  But why did you quit your job and leave this company?

M:  This is rather a small private company. Since I am originally from Suzhou, I prefer to work at a foreign company in a more developed area, so coming back to Suzhou is my dream. I also want to work at a position with more challenges, so that I can further develop myself and make more achievement.

L:  Yes, I can see what you mean.  

L:  Then how did you get to know our company’s recruiment information?

M:  I got it from the advertisement on your website.

L:  Well, what do you know about our company?

M:  Your company at Suzhou was built up in 1998, and company’s headquarter is in Germany. There are more than 300 employees in your company. Your major products are low voltage electric equipment or apparatus.

L:  Ok, it seems you know a lot about our company. Then what are your job objective and career objective? Or, what position are you applying for to our company and how will you develop your goal in this field?

M:  I am applying for the position of sourcing or purchasing supervisor, and I believe I am the right person for it. I hope to get promoted to a higher position such as senior sourcing supervisor or Manager after a couple of year’s hard work.

L:  So, what qualification do you have for this position?
M:  Industrial Management was my major. It gave me a lot of knowledge about how to deal 
with customers and clients in manufacturing, and Public Relations is the key for sourcing and purchasing business. 

L:  What are your strengths or good characters in this field?

M:  I have more then five years work experience as a sourcing specialist. I am a hard working person and a good team worker. And I am also a detailed person, reliable, honest and often caring for people.

L:  Do you have any special skills such as communication skill in English?

M:  Yes, I’ve kept on a self-study in English for quite a long time. I am good at English writing such as business letters and e-mails. For spoken English, I believe my fluent communication skill will be to your satisfaction and I know how to talk and negotiate with foreign customers.

L:  That’s good. Then do you have any weaknesses?

M:  As working in a foreign enterprise like your company, I don’t think my business knowledge and experience are good enough to meet the higher demand. I wish I will have the opportunity to be trained and strengthened in these areas, so I will be able to handle my job better.

L:  What is your plan if you are at this new position?

M:  I will work closely and cooperate well with other colleagues in the department. If your company has new project or program in purchase filed, I will try my best to promote it and to work hard on it.

L:  If we offer you the position, what is your expectation for salary or income?

M:  Although I will be glad to accept any offer according to your company’s policy, I hope my new salary will be better than in my previous company, which was 3500 RMB per month.

L:  Very good. We will be trying to work on it. Last question, what time can you start to work in our company?
M:  Any time. Actually, I wish I can return to work as soon as possible.
L:  But do you mind if we ask you for a second interview?
M:  No problem. I will be happy to come again.
L:  That’s fine. Thank you for your time, and hope to see you soon.
M:  Thank you for your interview! 
2. New Words, Phrases and Expressions:

interview [           ] 面试，面谈

applicant [           ] 申请者

briefly [           ] 简要地

personal information 个人信息

quit [         ] 辞职

diploma [         ] 文聘，学历

Nanjing Science & Technology University 南京理工大学

presently [           ] 当前

BS/Bachelor’s degree of Science [           ] 理学士学位

raw material [            ] 原材料

sourcing specialist [           ] 采购专员

challenge [           ] 挑战

contribution [           ] 贡献
molding [          ] 制模
stamping [           ] 冲压

opportunity [            ] 机会

to handle [           ] 处理
weakness [          ] 弱点，弱项

offer [           ] 供职
expectation [           ] 期望

client [           ] 客户，主顾

knowledge [           ] 知识
specialty [         ] 专业
further [          ] 进一步
to qualify [           ] 合格

right person for [           ] 合适的人
website [         ] 网站
advertisement [              ] 广告

character [           ] 品性，特点

to negotiate with [            ] 与 。。。商讨

detailed [           ] 细致的

reliable [           ] 可靠的

honest [          ] 诚实的

be caring for [           ] 关心。。。

written English 英语写作
spoken English 英语口语
demand [        ] 需求

previous [           ] 先前的

to keep on [           ] 坚持

D&R/Development & Research 研发

3. Sentence Patterns and Expressions
to be here for 来此 。。。

to your best knowledge 尽你所知
to have an interview with 与 。。。面谈

I’m currently out of work.我近来没工作

to quit my job 辞掉工作，炒老板鱿鱼

I was born in 我出生于
to get promoted 升迁

to get to know 得知
to major in 读 。。。专业

developed area 发达区域

private company 私人企业

be to your satisfaction 令你满意

to build up 建立

public relations 公共关系

be good at 擅于

I can see what you mean 我知道你的意思

it seems 似乎

to further develop进一步发展

do you mind if 你是否在意 。。。

what time can you start to work 你何时可以开始上班

thank you for your time 谢谢占用你的时间

to ask … for …要求 。。。
… per month 每月

fluent communication skills in English 流利的英语交流能力

4. Text Translation in Chinese

 求 职 面 试

（人事部经理琳达在接待室面试职位申请者玛丽。）

Ｌ：早上好，欢迎来面试！

Ｍ：早上好，我叫李玛丽，很高兴到这来面试。

Ｌ：与你面试我高兴！我是人事经理王琳达。在接下来的时间我想要你尽最好的能力回答我的问题。

Ｍ：是的，我会尽我最大努力的。

Ｌ：首先，你能简单自我介绍一下吗？或者说一下你的基本情况。

Ｍ：当然，我来自江苏省北部的盐城市。生于１９８１年。目前我住在苏州新区的阿姨家里。上个月我辞掉了工作，目前我正在找一份适合我的职位。

Ｌ：你什么时候在哪里上的大学？

Ｍ：我毕业于南京理工大学，从１９９８年至２００２年我在那学习了四年。

Ｌ：你的专业是什么？你获得毕业文凭或学位了吗？

Ｍ：我的专业是工业管理，我获得了BS学位，也就是理学士学位。

Ｌ：那你毕业后都做了什么？

Ｍ：毕业后，我在一家盐城本地企业做采购专员，做了三年。就如你所知，我在两个月前离开了。

Ｌ：你在这家公司负责什么，或者说你的职责是什么？

Ｍ：我负责寻找海内外市场的供应商，和采购用于模具和冲压产品的原材料。

Ｌ：但是为什么你要辞职离开那家公司呢？

Ｍ：这只是家私人的企业。因为我的原籍是苏州，我更愿意选择在较发达地区的一家外资企业工作。所以回到苏州是我的梦想。同时我想做更有挑战性的工作，以便我能进一步发展自己，并取得更大的成就。

Ｌ：是的，我能明白你的意思。

Ｌ：那你是怎么知道我们公司招聘信息的呢？

Ｍ：我是从你们公司网站的广告看到的。

Ｌ：那你对我们公司了解多少呢？

Ｍ：你们公司１９９８年在苏州成立，公司总部在德国。你们公司有逾３００名员工。你们的主要产品是低压电器设备或器材。
Ｌ：好的，看起来你对我们公司很了解。那你的工作目标和职业目标是什么？或者说你申请我们公司的什么职位，并且在这个领域你如何发展你的目标呢？

Ｍ：我申请的职位是采购专员。而且我相信我是这个职位的合适人选。我希望经过几年的努力工作后，我能被提升到更高的职位，例如高级采购主管或经理。

Ｌ：那么，你有什么资格胜任这个职位呢？

Ｍ：工业管理是我的专业。这门专业让我学到了很多关于在生产企业中如何应对客户的知识，而在采购业务中公共关系是很关键的。

Ｌ：在这一领域中你的长处和特点是什么呢？

Ｍ：作为一个采购专员我已经有超过５年的工作经验了。我是个努力工作的人，是一个优秀的团队工作者。同样我也是个细心的人，诚实、可靠，经常关心他人。

Ｌ：你有什么特殊的技能吗，例如英语沟通技能？

Ｍ：有的，我自学英语有相当长的时间了，英语写作方面我是很擅长的，比如商业信件和邮件。关于英语口语，我相信我流利的沟通技巧能使你们满意，我知道怎样和外国客户交谈和谈判。

Ｌ：很好，那你有什么缺点么？

Ｍ：因为要在像们这样的外资公司工作，我不认为我的业务知识和经验能符合你们的更高要求。我希望能有机会在这方面获得培训和加强，以便我能更好的完成我的工作。

Ｌ：如果你在这份新的工作岗位上，你的打算是什么？

Ｍ：我会和本部门的其他同事紧密合作，共同做好这份工作。如果你们公司在采购领域有什么新的项目的话，我会尽最大努力来促进它和努力做好它。

Ｌ：如果我们给你提供这份工作，你期望的薪水或收入是什么？

Ｍ：尽管我很乐意接受根据你们公司规定提供的任何待遇，我希望我的新薪资能比原来的好，那是每月3500元。
L： 很好。我们会尽力而为的。最后一个问题，你什么时候可以开始在我们公司工作？
M：任何时候。事实上，我希望尽快返回工作岗位。
L： 但是你是否在意如果我们要求你再来一次面试？
M：没问题。我将很乐意再来一次。
L： 好的。谢谢你花时间来面试，希望不久再见面。
M： 谢谢你们的面试！
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