EMPLOYEES IN FOREIGN ENTERPRISE 

PRACTICAL DAILY-ENGLISH TALKING

外 企 人 员 实 用 日 常 英 语 会 话 
LOOKING FOR A JOB 
1. Dialogue
PART ONE:

 (David and Andy are talking about finding a job in David’s company.)

D: Good morning, Andy. What have you been up to lately?

A: Not much. Actually I just lost my job.

D: How come? You’ve been holding that job for years.

A: That’s true, but the new boss came and we couldn’t stand each other at all.

D: I see, but what do you want to do next?

A: Of course, I need to find another job. In the last two weeks I applied for several jobs, but no luck.

D: Don’t feel upset. You know yesterday I heard there was a job opening in my company.

A: Really? What position?

D: Senior Supervisor in Production Department. 

A: Great! That fits my job objective. Shall I apply for it immediately?

D: Sure, the sooner, the better. Get your resume and credentials ready, and I’ll see if I can get you an interview directly.

A: Thanks a million.

PART TWO:

(Andy is enquiring on the phone with Sherry about a job opening at her company.)

S: Hello? Moeller Electric Equipment, this is Sherry. How can I help you?

A: Hello! May I speak to Ms. Ivy Ling?

S: Sorry, she is not in at this moment. Can I take a message?

A: Oh, not necessary. In fact I’m calling to check whether your company is still recruiting new staff.
S: For that matter, I’m able to help. Right now, we still have one opening left. That is the Purchase Manager. Are you interested in this position?

A: Sure, I am. I have a lot of experience in purchasing. How shall I apply for it?

S: You must send in your resume first. Then all you need to do is to wait for our interview.

A: I see. But I wonder if you have any requirements for applicants?

S: Oh, yes. You must be a college graduate, and have at least three years work experience in purchasing on management level.

A: I have no problem with that. I will send you my resume through email tomorrow. I really appreciate your help!
S: You are welcome.

PART THREE:
(David is consulting with Andy about how to start finding a job after graduation from the college.)
D: Hi, I sure am glad to see you.

A: Are you kidding? Why do you say so?

D: You know, I ‘m about to graduate and I have to look for a job ASAP. But I haven’t got any idea how to go about finding a job

A: Ok. Let me see where to start.
D: I guess first I should prepare a resume, right?

A: Sure. You should include your name, address and phone number in your resume. 

D: Then what shall I put into it?

A: Your job objectives, of course. In other words, what kind of job you are searching for.
D: I got it. Then I should mention my education background and working experience, shouldn’t I?

A: Yes. And don’t forget to list them by date. Besides, you should begin with the most recent and then move backward.

D: I see. Is that all there is to it?

A: No, it is also necessary to list your strengths that are in some way connected to the job you want to take.

D: You mean here I should show off my special skills and talents to impress the employer?

A: You got it. 

2. New Words, Phrases and Expressions:
lately [         ] 最近

to hold [            ] 保持，抓住
resume [              ] 简历
credential [             ] 书面材料

interview [            ] 面试

to enquire [            ] 询问 …
upset [              ] 不安
whether [              ] 是否 。。。

to recruit[              ] 招聘

requirement [              ] 要求

applicant [              ] 申请人

job objective [          ] 工作目标

to search for [            ] 寻找

to mention[              ] 提到

to stand [          ] 忍受

to apply [               ] 申请

job opening [             ] 职位空缺
senior [       ] 高级的，资深的

supervisor [           ] 主管，科/课长

to fit [       ] 适合
to consult [            ] 商讨，咨询
to kid [        ] 开玩笑
besides [            ] 此外

education background [            ] 教育背景

working experience [           ] 工作经验
connect [          ] 与 。。。相连
talent [          ] 才能
backward [         ] 向前移

strength [         ] 强项，优势

special skill [        ] 特殊技能
to impress [           ] 使 。。。 印象深

employer [          ] 雇主
to show off [       ] 显示，卖弄

3. Sentence Patterns and Expressions

not much 没什么

to lose one job 丢掉工作

for years 有几年

what have you been up to lately? 最近如何，最近在忙些什么
how come? 怎么会呢

to stand each other 相互忍受

to apply for … to … 向 。。。 申请 。。。
no luck 没运气

don’t feel upset 别丧气

the sooner, the better越快越好

to get … ready 将 。。。 准备好

she is not in 她不在

to take a message 留言，转告

right now 目前，现在

are you interested in 你对 。。。 有兴趣吗

I wonder if 我想知道是否 。。。

I have no problem with that 我对此没问题

I really appreciate your help 我真感谢你的帮助

you are welcome. 没什么，不用谢

to consult with… 与 。。。商讨

are you kidding me? 你在与我开玩笑吗

I ‘m about to 我将要

ASAP: as soon as possible 尽快

to go about doing … 着手去做 。。。

I haven’t got any idea how to … 关于。。。我什么概念也没有

I got it 我知道了

in other words 换句话说

to put … into … 将 。。。 放入 。。。

to list .. by … 将 。。。按 。。。排列

to begin with 以 。。。起始

to move backward  向前移
is that all there is to it 就这么些了吗？

that are in some way connected to 在某些方面与 。。。有联系的

you got it 你讲对了

4. Text Translation in Chinese

寻 找 工 作
第一部分：

（大伟和安迪在大伟的公司里谈论找工作的事）

D：早上好，安迪！最近在干些什么？

A：没什么。事实上，我刚刚丢了工作。

D：怎么会呢？你保住这份饭碗已经好几年了。

A：不错。但是新老板来了以后我们完全无法相容。

D：我明白了。那么下一步你打算怎么做呢？

A：当然，我需要另找一份工作。最近这两个礼拜我应聘了几份工作，但都运气不佳。

D：不要丧气。你知道吗，昨天我听说我们公司有一份工作招聘。

A：真的吗？什么职务？

D：生产部高级主管。

A：好极了！那正适合我的求职目标。我要马上申请吗？

D：当然，越快越好。把你的简历和材料准备好，我看看能否给你直接搞个面试。

A：万分感谢！

第二部分：

（安迪在电话里向雪莉咨询她的公司工作招聘的事）

S：喂，默勒电器公司。我是雪莉，有什么需要帮助的吗？

A：喂，我可以与林爱薇小姐谈话吗？

S：抱歉，她现在不在。有什么需要转告的吗？

A：哦，不必了。事实上，我打电话是想查询一下你们公司是否仍在招聘新的员工。

S：对于这事，我能帮忙。目前，我们还有一份招聘空缺。那就是采购部经理。你对这份职务有兴趣吗？

A：当然，我有。我有很多采购方面的经验。我怎么申请呢？

S：你必须先发给我们你的简历。然后你所要做的事就是等我们的面试。

A：我明白了。不过我想知道一下你们公司对申请人有没有什么条件？

S：哦，是的。你必须是大学毕业生，同时至少有在采购方面三年经理一级的工作经验。

A：我对此没问题。我明天就把简历通过电子邮件发给你们。非常感谢你的帮助！

S：不用感谢。

第三部分：

（大伟在向安迪咨询怎样在大学毕业后着手找一份工作）

D：嗨，我看到你真的很高兴！

A：你开玩笑吧？为什么这么说？

D：你知道，我马上毕业了，得尽快找工作。但是我对如何着手找工作什么主意也没有。

A：好的，让我看看从哪着手做。

D：我想首先我得准备一份个人简历，对吗？

A：当然。你要在简历里包括你的姓名，地址和电话号码。

D：然后再写些什么？

A：你的求职目标，当然啰，换句话说，你打算找什么样的工作。
D：我知道了。然后我应该提到我的教育背景和工作经历，不是吗？

A：是的。不要忘了把它们按日期排列。此外，你要以最近的起始，然后向以前的推。

D：我明白了。这就是所有要写进去的吗？

A：不，还有一条也很必要，就是列出一些在某些方面与你要做的工作有关系的强项。

D：你的意思是不是，我应该展示我的特殊技能和才能去加深雇主的印象？

A：你说对了。
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