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» Warm-up

With the increasing of graduate number, the competition of job-hunting is becoming
fiercer. If you are a graduate and want to find an ideal job, you must master certain
strategies to make sure the success. If you find it is tough to land a job, try expanding your
hunting plan to include the following strategies;

First, set your target. Second, schedule abundant interviews. Third, follow up.
Fourth, network vertically. If you can do it according to these strategies, you will be
successful.

Set Your Target iZE Btr

It you want to find a suitable and satisfied job, you must have explicit target, so the
first step is to set your target. That means you should always keep your views open to
compromise, and you should also be sure what you want to get in a job. A specific job
hunting target will be more efficient than a random one.

Schedule Abundant Interviews ZHf X2 IR

It is well-known that interviews include a lot of knowledge. As a job hunter, you must
master certain interview techniques, and the best way is to use all possible methods to get
interviews—answering ads, contacting companies directly, surfing the Web and so on. Even
if a job is not perfect for you, every interview can make you learn some new things from it.

Follow Up ZX%5%% 5

After plenty of interviews, the phenomenon that a company doesn’t hire you is usual.
Under this situation you could write a thank-you note for the interview. After several weeks,
you could send another brief letter to explain that you still haven’t found the proper position
and that you will be available to be interviewed again if the original position you applied
for—or any other position, for that matter—is open. If you do this with every position you
interview for, you may just catch a break.

Network Vertically Z)\[G & X %

In modern society, the function of relation could not be ignored. In the research phrase
of job-hunting, talk to people who are on a level above you in your desired industry. They’ll
have some insights that people at your own level won’t have, and will be in a good position
to hire you or recommend you to be hired.

In the process of business job-hunting, on one hand, it will refer to the resumé (CV) ,
application letter and thank-you letter. The applicants must learn how to write them well; on
the other hand, it will refer to the performance of applicant in the interview. That means if
an applicant wants to get the job opportunity, he or she must get the interview opportunity on
the basis of perfect application letter and resumé, and then has an excellent performance in
the interview.
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Unit One Business Job-hunting

Besides, if you want to succeed in the business job-hunting, you should have certain

business knowledge, and know the regulations and rules in this field.

» Key Terms

resumé/curriculum vitae fij[Jj

application letter SR IR (E

follow-up thank-you letter [R5 ARG E
salaries and benefits Pl 115 ]

interview /'mtovjui/ n. MR, R
recruitment /ri'’krurtmont/ n. $BHE fF 55
qualification / kwolifi'keifn/ n. &, %
b3, &4

undertake /,anda'tertk/ v. FHAE, M\ ZH, 11
51 PRIIE

analytical /@na'litikl/ adj. 437109, 43 #r
Em

interpersonal /nto'paisonl/ adj. N5 A
Z Ay, NBRiy, =5 0110y

positive /'pozotiv/ adj. FRFGHY, B M)
contribution / kontri'bju:fn/ n. TTEkK
academic background “# AR5 &

constantly /'kpnstontli/ adv. AW, B}
Gl

challenge /'t[elind3/ v. ik

expectation /.ekspek'terfn/ n. Fikl, HHE
economics / izko'nomiks/ n. &
scholarship #7#4>

student council 42>

reward /r1'woid/ v. /n. B, S E

» Background Information

Resumé ( Curriculum Vitae) {&j[h

frequent /'fritkwont/ adj. I %1, #
UAR:D

be capable of doing sth. A fE /1 fifF =
well-paid F7K 2 JEH)

trading department 57 5 #f

handle invoice F+H % Z&

shipping bill i iE 5.

freight cost iz 2%

personnel department A Jj %%
candidate /'keendidot/ n. HHiFRERH | 5
‘A

description /dr'skripfn/ n. iR, ¥ %,
4

classification / klesifi'’keifn/ n.

%
educational background #{ & &%

educational history 2~ JJj

o K,

master /'ma:sta(r)/ n. i+
bachelor /'baet [alo(r)/ n. ¢4
graduate student 5%

abroad student BY=7H:

date of availability 7] %I FH [A]
commissary /'kpmisari/ n. ZEhi
excellent League member i, 75 4] 71
excellent leader ;75 T3

Curriculum vitae (CV) is Latin, meaning “a brief account of one’s life to date”. In

America it is referred to as a resumé. Now, most companies require job applicants to

provide a resumé for them. A properly and well-thought-out resumé can be crucial to your

chances of being given serious consideration and an interview.

CV is a primary tool used to promote yourself. It is almost the only and most important
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key used to open the interview door. The hiring managers obtain all the information about
you from it before the interview. That means CV promotes you to the market.

Application Letter 3kER{5

It is normal to send an application letter ( cover letter) with your resumé even if you
have sent a completed application form. There may be occasions when you want to send a
letter of application, with which you enclose a resumé.

Application letter sums up the resumé, and focuses on the contents related closely with
the employer in your background materials. Application letter is related to self-introduction,
self-promotion and the next step of action. A good application letter could reflect your clear
brain and good communication skills, we can say, it reflects your communication skills and
personality traits.

Thank-you Letter Eifi{5

An effective thank-you letter is a brief, well-written reminder that you are the best
candidate for the position.

Following up with a lot of phone calls and CVs, interviewers get very busy. They plan
to call but get sidetracked by other priorities. If you don’t assume that someone isn’t
interested just because he/she doesn’t call you after the first letter, you could give the person
a call if possible; if you couldn’t reach him/her, you could write a thank-you letter
reminding the reader of your first letter, but you should add some new qualified
accomplishments. Again, give your phone number and ask the person to call you.

Though a company refuses you or doesn’t hire you, you should write the thank-you
letter. On one hand, it could show your quality, on the other hand, it could help you get

some other opportunities.
£ Dialogues

Sample Dialogue 1

Cindy ( C) is making an interview for a job. Lucy ( L)—the interviewer is talking with
Cindy.

L. Where did you get the recruitment information?

C: On the Internet.

L. Can you sell yourself in several words?

C. OK. With my qualifications and experience, I feel I am hard-working, responsible
and diligent in everything I undertake. Your organization could benefit from my analytical
and interpersonal skills.

L. How do you think you are worth to us?

C. I feel I can make some positive contributions to your company in the future.

L. How do you rate yourself as a professional?
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C. With my strong academic background, I am capable and competent.

L. How would your friends describe you?

C. (pause a few seconds. ) They say Cindy is an honest, hardworking and responsible
person who deeply cares for her family and friends.

L. Why did you choose our company ?

C: I am looking for a job more suitable to my talents and that can satisfy my desire to
be constantly challenged. I think your company could provide this opportunity.

L. What salary expectations do you have?

C: No less than RMB 3 000.

Sample Dialogue 2

The interviewee—Quincy ( Q) is making an interview. Ann (A) is the interviewer.

A Can you tell me something about yourself?

Q: Well, I got my bachelor degree of economics in 2003, then I got my master degree
of Business English in 2006. During my study, I got scholarships many times and was
rewarded by “Three Goods” student and excellent leader.

A. OK, what kind of leader?

Q: When I studied in university, I once worked in the student council as a commissary
in charge of organization.

A . What have you learned from it?

Q: I think I have learned a lot from it. When I was a commissary in charge of
organization, I must communicate with other people, which practiced my communication
ability. Meanwhile, my organization ability was improved.

A . Do you have any work experience?

Q: My uncle once had a small-scale trading company. I worked there for five summers
doing all sorts of adding jobs.

A . Does the frequent travel required for this job fit into your lifestyle? You know this
job often needs you to do this.

Q: The frequent travel in this position is no problem and I like traveling.

A. Why should I hire you?

Q. First, my major is suitable for this job. Second, my work experience will be
helpful for my job. For those reasons, I believe I am capable of doing this job well.

A: Do you know the main responsibility of this job?

Q: I will be in charge of the trading department, handling invoices, shipping bills and
computing freight costs.

A: Why do you choose our company?

Q: I know your company is the leading ship of this field and the scale of your company

is large. I think I will learn a lot in it and have more promotion opportunities.
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A . What salary would you expect for this job?

Q: Based on your job description, which mentions that you prefer someone with a
master’s degree in this field, I hope you consider the fact that my skills meet your highest
standards. Therefore, I'd expect a salary at the highest end of your pay range for the position

classification.

Sample Dialogue 3

Mark (M) and Kate (K) are talking about the applicants.

M. Well, what do you think about the third candidate? Do you think she is suitable for
this job? And should we hire her?

K. She had a very impressive resumé, but she seemed to lack the confidence that I
think a good manager needs.

M. What made you think she wasn’t very confident and wasn’t suitable for this job?

K. Did you notice that she avoided making eye contacts with us while she talked?

M. She was a bit nervous, I guess. What else?

K. When she first walked into the room to greet us, she didn’t shake our hands or
introduce herself at all. 1 thought that was a bit unprofessional.

M. You're right. If she meets our clients like that, it would make our company look
bad, wouldn’t it?

K. It sure would. Did you also notice the way she slouched in her chair during most of
the interview? She had horrible posture!

M. I agree. I guess I was paying more attention to her answers than her body
language.

K. On top of all that, she didn’t seem to have any sense about people’s personal space.
She didn’t keep enough distance between us during the meeting.

M. That’s true. I guess we’ll have to keep looking for a manager then.

K. Don’t worry, we’ll find someone eventually.

—
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» Notes

1. commissary Z= 5}

commissary in charge of studies %> Z= 5
commissary in charge of entertainment S 4% Zs 53
commissary in charge of sports K& Zz 0}
commissary in charge of physical labor 57 #jZ% 7
commissary in charge of organization ZH 2173 b1
commissary in charge of publicity ‘H {73 b1

2. secretary H5ic

Party branch secretary ¢ 3% #4512

League branch secretary [ 7345

3. interview [

Applicants will be called for interview in due course.
HIR 1 T3 2 B 3R R

interview with sb. 55 A AR
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I asked for an interview with my boss to discuss my future.
FRIFRAZARRIRIK PIA K
4. recruitment information (= &,
In terms of graduates, recruitment information from multiple sources is of the essence.
Sf Bl AR, N Z IS ARG FE S B T4 R,
5. benefit from 1535 T
He hasn’t benefited from the experience.
fih B A AR AT Kt
6. self-introduction H A4
The self-introduction is very important in the interview.
SE P AP NI TRAVE AE | o i
7. positively WroRH, B S5 Hh , 26 X7 Hh
The hype and fervour surrounding the event positively invited scepticism.
FEl 52 3 A 9 BT e FIAR R A SR 2T 1 AT PREGE
8. communication ability %2 FREE /7
In university, students should develop their communication ability by taking part in all
kinds of activities.
LEEAIII] 2 AR R 208 o S 2% R i sk 55 27 HASPRBE T o
9. small-scale /N[
medium-scale H &5 A
large-scale KA
10. be capable of doing sth. 4 {E 7 i3 =f
Mike 1is capable of finishing this job well.
Ve A R T T T AE MR
11. invoice 4 2%
shipping bill % 1% E
freight cost iz %#
12. master degree fil |-~/
bachelor degree ~#+- %4/
doctor degree fHi—+-24(
13. pay attention to ¥ & , KiE
Never mind about me. Please pay attention to ladies.
AEER, THIF R 1.
14. on top of all that f & 252
on top of sth. /sb.
(1) eI ARG LI Bl
Many people were crushed when the building collapsed on top of them.
c 9 .
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AR IRERAL B IRATHE | 1 AYTR 2 AFRASE T .
(2) B 250, 9T H.

He gets commission on top of his salary.

bR 1 K ZIMEA 4.

» Exercises

I . Complete the following dialogues.

1. A. What is your strongest trait(s) ?
B.
CRTBIAFIZOAEN )

2. A How do you get the job information?
B

(AR FBEMRAC, by — FAEEE R, AR BOGHR.)

3. A What makes you think you would be a success in this position?

B: .
(P A FERT 5T B 9 I 25, I 52~ TTAE, T DLRGE 5 1 0y AT . FRAT S 7 AE I
i)

4. A ?

(% ] 5t 25 WG HAL 25 R 7)
B: Yes, there were a few.
5. A
(AR IRATHHR RS SR )

B: Yes, of course.

II. Make a conversation according to the following situation.
Ada saw the recruitment information in the newspaper. So she went to the company for
making an interview. Bin is an interviewer of M company, and he is talking about

something with Ada.
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» Warm-up

Today, the quantity of company is increasing rapidly and the competition among them
is keen, therefore, as the first step of promoting the company to the market, the introduction
of company becomes more and more important. By the full introduction of the company, it
could build the customers’ confidence to the product of the company. Introducing the
company includes the following parts; name, history, reputation, surroundings, technical
capacity and equipment, producing force, sales capacity, marketing coverage and the latest
performance and ending words of the introduction. Furthermore, it’s necessary to show the
unique policy, characteristics and the promising future of the company. Meanwhile, annual
turnover and profits can be illustrated in the form of certain chart.

In order to take better effect in the company introduction, it’s better to make use of
some audio-visual equipment such as OHP, recorder, projection, etc.

During the introduction, the listener ( customer) may ask you some questions that you
can’t answer. Remember, don’t say anything that you don’t know well, but answer it
strategically. For instance, you may say, “I’ll get someone in charge who can answer your

question. ” or “I’ll check and let you know later. ”

» Key Terms

enterprise /'entopraiz/ n. {)\l/ /A& KB4

limited company A FR 3¢ fF 2\ H] transportation / trenspo:'terfn/ n. iz %y,
joint-venture enterprise % Al it

private enterprise FA A AV operation / ppa'reifn/ n. ¥pfE, iz
overseas company & 7N H] profit /'profit/ n. F|iH

multinational corporation [ [E/\ 7 output /'avtpot/ n. yEH, FEHE

parent company £}/ ] input /'mput/ n. FA

subsidiary /sab'stdrori/ adj. [} )@ 9, SR turnover /'t3moauva(r)/ n. BV

J& 1 manufacturer / maenjo'feektfo(r)/ n. | R
subsidiary company f/\ 7] supplier /sa'plaro(r)/ n. L5

head company B\ locate /lou'kert/ v. i F,fifi------ ALV T
branch office 43/ H] achieve /a'tfizv/ v. 45,152

board meeting & F 2> compete /kom'piit/ v. Ti4f

chairman of the board & K- luxurious /lag'zuorios/ adj. &£ 1Y, 5
OHP: Overhead Projector #5214 1B

delegation / deli'gerfn/ n. {C3FH] facility /fa'stlot1/ n. &, 1% &

provide /pra'vaid/ v. 2L alienated /'erljonertid/ adj. iy
convenient /kon'viinjont/ adj. Jy{EiY),{H accommodation /9 kpma'derfn/ n. f£15
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interpreter /in'taiprita(r)/ n. HIF AN,
P

distinguished /di'stingwift/ adj. &1,
AN, A

staff /sta:f/ n. 53 T

worthwhile / wa:0'wail/ adj. {HFEMY
arrangement /o'remndzmont/ n. -
manufacture / manjou'fekt[o(r)/ v. ik
branch /bramnt[/ n. 433, %R
competitive /kam'petotrv/ adj. =411

partner /'partno (1) / n. HIKA; &R,
Ff

anniversary /,@nr'va:sart/ n. JEE4E %
four-star hotel P45 2% B1E

compete with 5------ =

forward /'forwoad/ adv. [a)Hij

specialize /'spefalarz/ v. €I, L[ TH5Y
by hand F T /9

technological assistance % R B

be regarded as gL K, BN N &

Z Background Information

1. Multinational Corporation £ [E /5]

A multinational corporation (MNC) or transnational corporation ( TNC) , also called
multinational enterprise ( MNE) , is a corporation or enterprise that manages production or
delivers services in more than one country. It can also be referred to as an international
corporation.

The Poor Knights of Christ and the Temple of Solomon is generally regarded to be the
first modern MNC, endorsed by the Pope in 1129. The key element of transnational
corporations was present even back then. the British East India Company and Dutch East
India Company were operating in different countries than the ones where they had their
headquarters. Today, besides original and main headquarter, many corporations have
offices, branches or manufacturing plants in different countries.

2. Joint-venture Enterprise & & 1\

A joint-venture (often abbreviated as JV) enterprise is an entity formed between two or
more parties to undertake economic activity together. The parties agree to create a new entity
by both contributing equities, and then they share in the revenues, expenses, and control of
the enterprise. A joint-venture may be a corporation, limited liability company, partnership
or other legal structure, depending on a number of considerations such as tax and tort
liability.

3. Private Enterprise FA A 1\l

A private enterprise is a company whose ownership is private. As a result, it does not
need to meet the strict Securities and Exchange Commission filing requirements of public
companies.

4. Parent Company £t/ F]

A parent company is a holding company that owns enough voting stock in another firm
to control management and operations by influencing or electing its board of directors. A
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parent company could simply be a company that wholly owns another company.

5. Board of Directors EE £

The board of directors has different names, such as board of trustees, board of
governors, board of managers, or executive board. It is often simply referred to as “the
board” .

A board of directors is a body of selected or appointed members who jointly oversee the
activities of a company or organization. A board’s activities are determined by the powers,
duties, and responsibilities delegated to it or conferred on it by an authority outside itself.
These matters are typically detailed in the organization’s bylaws. The bylaws commonly also
specify the number of members of the board, how they are to be chosen, and when they are
to meet.

Typical duties of board of directors include the following .

® governing the organization by establishing broad policies and objectives;

® selecting, appointing, supporting and reviewing the performance of the chief
executive ;

® ensuring the availability of adequate financial resources;

® approving annual budgets;

® accounting to the stakeholders for the organization’s performance.

The legal responsibilities of the board and board members vary with the nature of the
organization, and with the jurisdiction within which it operates.

Typically the board chooses one of its members to be the chairman.
£ Dialogues

Sample Dialogue 1
Mr. Smith (S) is making an introduction of the company to Mr. Zhang (Z) and his

delegation.

S: Good morning, Mr. Zhang. It is a great pleasure to have you with your delegation
visit us today.

Z.. 1t’s also our pleasure.

S: To begin with, I would like to make a brief introduction of our company. I hope
you can get a picture of what our business is from my introduction. Now, may I say a few
words about our company ?

Z.. OK, that’s great. You can begin.

S. The Moon Island is a four-star hotel located by the river. It has convenient
transportation. The hotel started operation in early 1996 and has been doing well since then.
We had a net profit of one million US dollars last year.

Z.. How can you achieve this when Hangzhou has so many five-star hotels?

« 14 -
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S: That’s a good question! It’s true that we can’t compete with those luxurious hotels in
facilities. But we can offer good service. We have been trying to make the hotel guests feel
that they are part of a big family. Here at the hotel, they don’t feel alienated. They feel at
home.

Z. But all hotels pay attention to the service. Do you think this is your competitive
advantage?

S: Yes. Besides, our price is reasonable.

Z.. Do you provide accommodation for people from abroad?

S: Yes, of course. What’s more, we have qualified interpreters who can help our

foreign customers with their language problems.
Sample Dialogue 2
Mr. Li (L) is introducing the company to Mr. White (W).

L. We are proud and honored to have such a distinguished group of guests, under the
leadership of our head of the delegation, come all the way from the United States to visit our
company.

W It’s also our pleasure.

L. Our staff will do their best to make your visit comfortable and worthwhile.

W. Thank you very much. May I ask a question?

L. Yes, Please.

W Do you mind telling me about the arrangement of our visiting process?

L. No, of course not. Today, I will introduce our company to you. Please don’t
hesitate to ask me questions you may have.

W Thank you.

L. We specialize in manufacturing electronic goods and exporting them all over the
world. The annual output value amounts to 30 000 000 yuan, we experienced 200% growth
in sales last year and our business is growing steadily.

W : Your company really has strength. Do you have any branches?

L. Our company is among the star enterprises in this province. But we haven’t any
branches in foreign countries until now. In view of the fast development of our company, we
are planning to develop the overseas market.

W. We hope that we have the opportunity to cooperate with each other if you develop
the foreign market.

L. That’s great.

Sample Dialogue 3
Mr. Song (S) is introducing the company to Mr. Ted (T).

S: Welcome to our company, Mr. Ted.
T. Thank you, Mr. Song. I have been looking forward to this visit.
<15
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S: Let’s go around the company, shall we?
T. That’s great. I hope I can get a picture of what your business is from the visit.
S: Set up in 1998, the company has kept pace with the world in producing laptops.
Mr. Chen is the founder of our company.
: How many departments do you have?
: Our company is composed of three departments; OD, RD and TA.
. From which company did you receive technological assistance in its early days?
It was linked with South Electronic Company in the United States.
: Are your products exported?

Yes, they are sold to over 30 countries and regions.

pe-Ce -C o B S

: Compared with other companies, what are your competitive advantages?

S: Taking advantage of the excellent geographical position, our company has attracted
a large amount of investment. Meanwhile, our company has a well-trained technical force as
well as advanced testing equipment.

T, 'm really impressed!
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» Notes

1. net profit +F7H

gross profit &)

The company posted a net profit of $5 million.
oy R E AR AR 5 500 5 50T,

The company posted a gross profit of $5 000 000.
oy R E AT B AE S 500 T7 0T,

2. compete with 5------ TG, NPT, LR

Several companies are competing with each other for the contract.
JLZ 2 Al IE e B — 5 R 1 T A 38 4

3. provide sth. for sb. [m]3t AFEALIE)

The firm has provided a car for me.

NIES % e LR

4. hesitate to do sth. A5 AL

Don’t hesitate to tell us if you have a problem.
ANSA ), R A T 2 s R AT .

5. in view of sth. 26, i T, % E2

In view of the weather, we will cancel the outing.
RIRARFR, Fe A T EBAH R AR o

6. keep up with fig &, f#%F, I I

We must keep up with demand if we’re going to remain a profitable company.
WERIAT A w AR LA, AR I & 7 K .

7. OD: Organization Development 2H 2R %

RD: Research Development ff 3% T &

TA ;. Technology Assistance $if R 3 §F

8. take advantage of 5574

They took full advantage of the hotel’s facilities.
oAl ] 7 731 FIR AR A4

9. advanced testing equipment JiGiF RS % 2%

» Exercises

I . Complete the following dialogues.
1. A. What about the sales of your new product?
B:

(EFFRATRY A3 1 000 T, )
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2. A; How many staff do you have?

B.

(2 AR IR, FATHEA 600 4 53 12,40% $iA 7 L. )
3. A. What is the advantage of your product?

B:

(X LE R AT | e, Bt 44 R A, AR )
4. A Could you make a brief introduction of your company?

B:
(AR A) BT 1988 4F  FATHRGHIA UL 1 200 A.)
5. A

(FATEA LRI 28R )

B: Your company develops so fast.

II. Make a conversation about the introduction of the company according to the
following situation.

Company ; Multinational Corporation

Established; 1998

Product: sports clothes

Parent Company ; in Shanghai

Subsidiary Company ; in Changsha, Shenzhen, Tianjin

Employees: 50 000

Annual Profit; RMB 4 000 000
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