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Part I



Work in pairs. Here are some DOs and DON’Ts during a job interview. Tick 
the DOs in the box. 

√

√
√

√

√



Part II



Task 1
Listen to the following dialogue about a job interview and try to fill in the 
missing words.

interested 

impressive growth 
major past experience 

Peking University marketing

chief responsibility 

trade conferences 
exhibitions



Script



Task 2



1. Work in pairs. Match the questions with the corresponding answers. Then 
listen to the dialogue between the interviewer and the interviewee and 
check your answers. 



Script



Script



2. Work in pairs. In your opinion, what questions raised by the candidate, 
Karen Yang, seemed to be inappropriate? Write them down and state your 
reasons. Then compare your answers with your partner’s. The first one has 
been done for you.



Part III









Follow-up Practice

1. Work in pairs. The introductory stage is very important in an interview, because 
the interviewer’s first impression often influences their final decision. Please listen 
to the following sample dialogue for opening remarks, and do the substitution 
exercises with your partner by using the expressions given below.



Follow-up Practice

2. You will hear part of an interview dialogue about interests and personality. 
Listen carefully and choose the correct questions from below.

c

a

 c



Script



Part IV



Pre-viewing



Viewing

1. Watch the video and try to fill in the following blanks. (I stands for Interviewer, 
and C for Candidate.)

00:05 / 03:00

yourself 
Finance 

international finance

leading 

chance use



Script
Applying for the position of financial consultant

(C: Candidate, Chen Bo; I: Interviewer, Cathy Mandel)

C: Good morning, Ms. Mandel.
I: Good morning. Sit down, please.
C: Thank you.
I: You are Chen Bo, aren’t you? I am Cathy Mandel, Director of the HR Department.
C: Yes, I’m Chen Bo. Nice to meet you, Ms. Mandel.
I: Nice to meet you, too. I’ve gone through your resume and would like to know 
   more about you.
C: Thank you for your interest in me.
I: To start with, would you like to tell me a bit about yourself?
C: Sure. I’m a senior student at Guangdong University of Finance. I expect to  
     graduate this summer. My major is international finance.
I: So, why did you choose our company?



Script

C: As far as I know, your company is one of several leading international 
    consultant corporations which came to China after China entered WTO. I 
    think working here would give me the best chance to use what I’ve learned at   
    university.
I: As a major in international finance, what do you think you can do in 
   consultancy?
C: Well, I know how to tackle problems. For example, I know I must first analyse 
    the problem and work out its major cause. Then I will be able to search for 
    ways to solve it from the available data.
I: Sometimes data is not enough. Have you got any relevant experience in this 
   field?
C: Last year, during the probationary period, I was involved in the restoration of 
     a factory in Nanjing. I really learned a lot from the experience, especially 
     how to assess people’s strengths and abilities.



Script

I: Can you cope with hard work under pressure and in a tough environment?
C: No problem. I don’t care about pressure or the environment, as long as I 
    enjoy the work. 
I: Good. Now, do you have any questions to ask?
C: Yes, I’ve got one. Are there any opportunities for Chinese employees to be 
    transferred to the head office in New York or other branch offices around the 
    world?
I: Probably. I think you are likely to be sent to work in an overseas branch to get
    experience later on once when you have proved your worth.
C: Oh, great. If I’m accepted, I will do my best for the company.
I: I wish you luck! We’ll notify you of our final decision by Friday.
C: Thank you, Ms. Mandel. Goodbye.
I: Goodbye.



2. Watch the video and try to complete the following chart.



Post-viewing

Work in small groups. What are Chen Bo’s strengths and weaknesses for applying 
for the job? Discuss with your group members, and choose a representative to 
report to the whole class.

● Degree in international finance
● Passion for the job
● Being young and energetic
● Fluency in English
● Good appearance
● Knowing how to tackle problems

● Little related experience or training
…



Part V







Follow-up Practice

1. Complete this interview dialogue with words from the list. Then listen to the 
dialogue and check your answers. (I stands for Interviewer, and C for Candidate.)

experience 

investment 
position

accounting 

leave 
challenging



Script



Follow-up Practice
2. The following disordered sentences are about the closing part of an interview. 
Please put them in the correct order. Then listen to the dialogue and check your 
answers. 

h → f → g → d → a → c → e → b



I: Well, that seems to be all. Thank you for your interest in this job.

C: You are welcome. Thank you for taking time out of your busy 

    schedule to interview me.

I: May I call you about our final decision?

C: Yes, please. My telephone number is 2974-5328. You can call me at 

   any time during the day.

I: We will get in touch with you by the end of next week.

C: That’s good. I will look forward to hearing from you. Will there be a 

   second interview?

I: Probably. We’ll notify you if necessary. Goodbye.

C: Goodbye.

Script



Part VI



Pre-viewing



Viewing

1. Watch the video and decide whether the following statements are true (T) or 
false (F).

00:05 / 03:00

F

T

F
F
T



Script
Applying for the position of Sales Manager

Wang: May I come in?
Mr. White: Yes, please do.
Wang: Good morning, sir. My name is Merry Wang. I’ve come for an interview, as
requested.
Mr. White: Nice to meet you, Miss Wang. I am Harry White, Director of the HR
Department. I was expecting you. Please, take a seat.
Wang: Thank you.
Mr. White: Well, Miss Wang, you are applying for the position of Sales Manager, right? 
How did you know about our company?
Wang: I got to know your company from your TV commercials. They are elaborately
designed and produced, and leave me deep impression. And in the summers of
1997 and 1998 I worked as a salesgirl for your company in Guangzhou.
Mr. White: Really? That’s good. Then you must know something about our company?
Wang: Yes, a little. Your company is very famous. Your cosmetics and skincare
products are very popular with women all over the world.
Mr. White: Huh, that’s right. Miss Wang, can you tell me which university you attended?



Script
Wang: Sun Yat-sen.
Mr. White: And what degree have you got?
Wang: I have a bachelor’s degree in business administration.
Mr. White: How is your English? You know, some staff members in our company are 
Americans, so conversational English is very important.
Wang: I passed TEM 8 at college, and I am good at oral English. I think I can
communicate with Americans quite well.
Mr. White: Good. I know you are now with United Butter. What is your chief 
responsibility there?
Wang: I’ve worked there for five years, since I graduated from college. Two years ago, I 
was appointed Brand Manager—responsible for the Panda line of biscuits.
Mr. White: Why do you want to change your job?
Wang: I want to change my work environment, seek new challenges and broaden my 
experience. That’s why I want to move into sales.
Mr. White: What do you think is the most important qualification for a salesperson?
Wang: I think it’s self-confidence and quality products.
Mr. White: I agree with you. What salary would you expect to get here?



Script

Wang: Well, I would leave it to you to decide after you consider my abilities. My
current annual income at United Butter is 150 thousand. But, er,... could you
tell me a little more about what the job entails?
Mr. White: You would be in charge of all the sales activities, for all hair products in 
northeast China. This would involve market analysis, client service and
development, sales promotion, and regular customer satisfaction surveys.
You’d report directly to the Regional Sales Director. Do you have any other
questions?
Wang: Yes, only one. When can I have your decision?
Mr. White: I need to discuss with other board members. We’ll notify you of our decision 
as soon as possible. But... to be honest, you seem to be a good candidate with the right 
kind of experience and personality. You’re high on my list.
Wang: That’s good! Thank you, Mr. White. I look forward to hearing from you. Goodbye.
Mr. White: Goodbye.



2. Watch the video again, note down the key information about Merry Wang and 
complete the following resume for her..

Sales Manager 

Five 

Brand Manager

biscuits 

Business Administration

oral English



Post-viewing

1. Work in pairs. Make a dialogue according to the following situation. 

You, a graduating student from Guangdong 

University of Foreign Studies, is applying for a 

position of English secretary in a company. Your 

interviewer, Mr. Luo is interviewing you.



Applying for the post of an English secretary
A: How do you do, sir? I’m Ye Jinghong. I’ve come for an interview as requested.
B: How do you do, Miss Ye? I’m Luo Jiang, the office director. Please take a seat.
A: Thank you, Mr. Luo.
B: Now let’s get down to talk. First of all, would you please say something about     
     yourself and family?
A: It’s my pleasure to do so. I come from Dongguan City. My father is a manager of an  
     import and export company in Dongguan and my mother works as a doctor in a 
    hospital. I have an elder brother. He is in the army. I am twenty-one years old. In 
    1996, I passed the National Entrance Examination and was admitted into 
    Guangdong University of Foreign Studies. I specialise in English Secretarial Studies.
B: What courses have you taken in English Secretarial Studies?
A: I’ve taken such courses as Secretarial Principles, Office Administration, Business 
    English, Public Relations, Etiquette Study, Psychology, Computer Programming, 
    Typing, Stenography, and File-Keeping.

Sample



B: How are your typing and shorthand skills?
A: I can type 60 words per minute, and take dictation in English at 100 words per 
     minute.
B: Good. But can you operate any other office machines?
A: Yes. I can operate a facsimile machine and a Photostat.
B: Where have you learned to operate these machines?
A: I learned to operate them at The Foreign Trade Corporation of Guangdong 
     Province last summer. I worked there for nearly two months.
B: Oh, very good. You’ve had some practical experience in office work. What 
    salary would you expect to get?
A: As for salary, I leave it to you to decide after you consider my abilities.
B: Well, I believe we can offer you 2,500 yuan a month at the start. Would that be 
     satisfactory?



A: Yes, I am quite satisfied. That would be more than I have expected.
B: What date can you start to work?
A: I won’t be able to leave the university until I get my diploma at the end of this 
     month. How about early next month?
B: That’ll do. Please come in on August the first. 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 week, but occasionally we have to work overtime.
A: Yes, sir.
B: Thank you very much for coming today. It’ll be a pleasure to have you here.
A: Thank you, Mr. Luo. I’m sure I’ll enjoy working here, too.
B: I hope so. Goodbye.
A: Goodbye.



Part VII












