Q: Can you sell yourself in two minutes? Go for it. REEFEMTEIN
H RS 2 KPR D

A: With my qualifications and experience, I feel I am hardworking,
responsible and diligent in any project I undertake. Your organization
could benefit from my analytical and interpersonal skills. (fKFkHZE#%
ML, AT P NFE R — DT H RS ). e, Ehih. IR irae
A5 N ETS, X oA A IME. )

Q: Give me a summary of your current job description. (4K H R TAE,
e N FE IR Be . )

A: T have been working as a computer programmer for five years. To be
specific, I do system analysis, trouble shooting and provide software
support. (T T IR MR T . BARHSL, RIMEARG T, Mk LK
BATHE RN TT TR SO D

Q: Why did you leave your last job? (R NAHABSHRIE? )

A: Well, I am hoping to get an offer of a better position. If opportunity
knocks, T will take it. (FATLEEEIRE —MEHFHITAE, MRV KIE, &
2YE. D

pay

A: T feel I have reached the “glass ceiling” in my current job. / I feel
there is no opportunity for advancement. (I3 HBIH TAE, &L 3]
T, BEPRAFINZ. )

Q: How do you rate yourself as a professional? (RUIAT¥EAE H S E ok
N GiWe? )

A: With my strong academic background, I am capable and competent. (%%

R RIFREART R, RATUMEE SR TAE, mERIOVE SIREZS . )

A: With my teaching experience, I am confident that I can relate to students

very well. (KIMA ALK, FMERESFZEMLERIRE . )
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Q: What contribution did you make to your current (previous)

organization? (X H AT/ MHETH TAERAL A M oTik? )

A: I have finished three new projects, and I am sure I can apply my
experience to this position. (FREZLFER=AHIWH, RMEREEKRNZE
WRAEXD TAE L. )

Q: What do you think you are worth to us? (JREANNRIIRATEMEE? )
A: I feel I can make some positive contributions to your company in the
future. (FRWCAFIXT T A\ BEALEAI B DTk )

Q: What make you think you would be a success in this position? (R0
fA] N8 VR BE AT X TAE? D

A: My graduate school training combined with my internship should qualify

me for this particular job. I am sure I will be successful. (FRIEWFTT
ik, nbsc>] TE, HREAEX M TIE. FRAMGERENRI. )

Q: Are you a multi-tasked individual? (/R4 7] LA IS & FHE0I0 TAE R
A2 ) or

Do you work well under stress or pressure? (REEASZ TAE EHIESNE2)
A: Yes, I think so.

A: The trait is needed in my current (or previous) position and I know
I can handle it well. CGXFpRrSgtE BT R TAERTHREM, RAE
FRENATEH W, )

Q: What is your strongest trait(s)? (JRAME & KIS 242 )

A: Helpfulness and caring. CRFBEIAFIFEOMBAN. D
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A: Adaptability and sense of humor. Ci&MNfESJFIHEREK ., )

A: Cheerfulness and friendliness. (SRMAIAEZ. )

Q: How would your friends or colleagues describe you? (fRHIAH & 5% [H
HEFEEMR? D

A: (pause a few seconds) (FH&EJLFPEHFE, TIREEHE., )

They say Mr. Chen is an honest, hardworking and responsible man who deeply
cares for his family and friends. (BAITUERRIGAE BOLIESE. TAESS )1,
TUEMIN, X K BERA A ABIR s )

A: They say Mr. Chen is a friendly, sensitive, caring and determined person.
(A TUE RS A R AR R U SRS AR LB A )

Q: What personality traits do you admire? (fRIKFEMEFHEMIIN? )

A: (I admire a person who is) honest, flexible and easy—going. (JR5LZ.

ANFEAR T B AR Z AN . )

A: (I like) people who possess the “can do” spirit. (7LZFr1T31"HI N, )
Q: What leadership qualities did you develop as an administrative
personnel? ({ENATEIANG, REHAERYNSAEE? )

A: I feel that learning how to motivate people and to work together as
a team will be the major goal of my leadership. (FRBEFE 2> WAl AA]

IR R R BEE ok, LU o] e 5 0 7] (4 P BAKS A, R AT AR 2 A A )

A: T have refined my management style by using an open—door policy. (F

PTG BR, et AT BUE B 5 2. )
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Q: How do you normally handle criticism? (/R wifalAbF 5 N IHEEE? )

A: Silence is golden. Just don’t say anything; otherwise the situation
could become worse. I do, however, accept constructive criticism. (JL

Bt Aiitta, BNERERE, ARz @ueErter. )

A: When we cool off, we will discuss it later. (IS KFAHF FREIT
we )

Q: What do you find frustrating in a work situation? (f£ L{Etf, f+4
HASRAREN? )

A: Sometimes, the narrow-minded people make me frustrated. (JR#Efks

N, AR, )

A: Minds that are not receptive to new ideas. (ANRERE3Z T EAERIIRLEEEL, )

Q: How do you handle your conflict with your colleagues in your work? (f/i

ey AP 5 [F S TR R AR ? )

A: T will try to present my ideas in a more clear and civilized manner
in order to get my points across. (FREVNEFRE AT, #R—HEKWE
5y X TT T AR . )

Q: How do you handle your failure? (UREFEXFFHHIKEL? )

A: None of us was born “perfect”. I am sure I will be given a second chance
to correct my mistake. (FATKFAEXRIEARTETEN, RMEEREE
ML SUERR R, )

Q: What provide you with a sense of accomplishment. (A <iEARA M
J&? )

A: Doing my best job for your company. CNTtAE ¥ IIGT. )
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A: Finishing a project to the best of my ability. OURXIKFTHE, ZTERe—
WH. )

Q: If you had a lot of money to donate, where would you donate it to?
Why? (RWAREIRZEAT LB, RSB ARAL? A7)

A: T would donate it to the medical research because I want to do something

to help others. (HSBHEAMT, K ANRERNMAMSE. )

A: T prefer to donate it to educational institutions. (FRAGNEBLHF
WLk )

Q: What is most important in your life right now? (HR ARG HEE
R4 )

A: To get a job in my field is most important to me. (XFEHKVi, REFEIX
AN B TAE R 2N, )

el

A: To secure employment hopefully with your company. (F5EHFELETTA T T

R R Ul fe L, )

Q: What current issues concern you the most? (HEIAHEIREIOLEI? )
A: The general state of our economy and the impact of China’ entry to WTO
onour industry. (H R EZ 5 ARSI LA A BN A AT ML 82 m . )
Q: How long would you like to stay with this company? (URSTEAAN TR
%% AWe? )

will stay as long as I can continue to learn and to grow in my field.

A: 1
(R EZIRREAE AT A AR B2 SRRt , Bt B AE X HL. )
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Q: Could you project what you would like to be doing five years from now?

(RBETUR TL AR R IR AT A 2 )

A: As I have some administrative experience in my last job, I may use my
organizational and planning skills in the future.

(FAE LA TAEPRR T LT AR, BOR R VR FHRAL MR LK
LA . )

A: T hope to demonstrate my ability and talents in my field adequately.
(A ERE R BRI ML RE ST AR 2, )

A: Perhaps, an opportunity at a management position would be exciting.

(MFHEIlz, T NFEE T, D
IARAN I I (R, n] DA

It would be premature for me to predict this.  CELAENT I o] BTN, 14
B H . )

B b v LT R 35 -

Hypothetically speaking, I might be able to do your current job as a
director. (& CEO &% president) ((iAE, FMWEEMAIRIAE FAER) TAEWE! )
Q: What range of pay—scale are you interested in? (fREXXIE—FhHi/KZE
RASHE? )

A: Money is important, but the responsibility that goes along with this
job is what interests me the most. (Fr/K[ESREE, (HiX TAEAERE MR 5T
R 513K )

A: BUWIREZRE, WLAT:

To be frank and open with you, I like this job, but I have a family to
support. CHEAMYL, FREWRIX/ TIE, AL IEMHERIIKEE. )
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Other Tips (FLBEZEIN)
Know something about the organization you are applying to. (7 fiE—EEfR
FRE AR RS L)

Dress properly. Don’ t shake hand with the interviewer until he/she extends

his/her hand. (FHEZME, AFMPHAET. )

Don’t sit down until invited to do so by the interviewer. (ANZFKAKiE,

FaA . )

Make eye—contact with the interviewer during the interview. (iR,

RIEEEEXN . )
Listen actively and stay calm. GFEWr, REAE. )

If invited to a meal, be especially careful about your table manners. (%

Bz, B E R EEALT . )
Don’ t talk with your mouth full. (B§EAEY, AalHIH3E1E)
Don’ t make much noise while you eat. (WZRPFGAENFH

Don’ t blow your nose or use the toothpick at table. (AEFFEJHILHF
A

Don’ t appear to be pushy or overly anxious to get a job. (Rt Zr3RIL

SEETE)
Be honest but not too modest. CEsZ, {HADKUERE)
Don’ t put yourself down or cut yourself up. (ANA]%HIEHSLHI)

Try to avoid discussing politics or religion with your interviewer. (i

G5 R BUE B3R 20
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I: Interviewer (A ) A: Applicant (REHFE)

HENER: R, LSl
RV PIHxT B SEE HRAE 7 H, EEmn, milEidea naemit
I P i o o R L

MI:what is your major?
A:My major is Business Administration. I am especially interested
in”Marketing”.

(AR 7R, BN — A28 T H SO R T7 T, IR, D
@1:Which university are you attending?
A:T am attendingX X XUniversity.
®1:Have you received any degrees?
A:Yes. First, I received my Bachelor degree in English Literature, and
then an MBA degree.
@T1:What course did you like best?
A:Project Management. I was very interested in this course when I was a
student. And I think it’s very useful for my present work.
®1:Do you feel that you have received a good general training?
A:Yes, I have studied in an English train—-ing program and a computer
training program since I graduated from university. I am currently
studying Finance at a training school.

TAERY:: WEESL)), BEAKE

(MDI:Have you ever been employed?

@)1:Your resume says you have had one—year experience working in a foreign
representative office in Shanghai, may I ask why you left?

A:T worked in a foreign rep. office for one year. However, I left there two
years ago because the work they gave me was rather dull. I found another
job that is more interesting.

®1:Have you done any work in this field?

@®T1:What qualifications do you have that make you feel you will be
successful in your field?

®1:What have you learned from the jobs you have had?

A:1 have learned a lot about business know how and basic office skills.
In addition, I learned at my previous job show to cooperate with my
colleagues.
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®1:What’ s you major weak point?

A:T haven’ t been involved in international business, so I don’ t have any
experience, but I have studied this course in the International Business
Training Center of theX X XCompany.

(D1:What are your greatest strengths? (SZiGsZiitd 1, AWK, [HMWIE
EIEAMEN, AEG NG D

@®1:Please tell me about your working experience.

@1:Does your present employer know you are looking for another job?
A:No, I haven’t discussed my career plans with my present employer, but
I am sure he will understand.

Mgzt RN S1ER—1m

(MTI:How do you spend your spare time?

@1:Are you interested in sports?

®1:Do you think you are introverted or extroverted?

@®T1:What kind of personality do you think you have?

A:T always approach things very enthusiastically. When I beg in something,
I don’ t like to leave it halfdone. I can’t concentrate on something new
until the first thing is finished.

®1:What is the most important thing for you to be happy?

A:Different people have different ideas. I think the most important thing
for me is having a good relationship with my family members and my friends.
My family has always been very closeknit, and my friend sand I spend a
lot of time together. Without that I would be much less happy than I am.
®1:What makes you angry?

A:Dishonesty. It’s unacceptable.

(M1:What are your personal weaknesses?

A:TU’mafraid I’ma poor talker. I’ mnot comfortable talking with the people
whom I have just met for the first time. That is not very good for business,
so I have been studying public speaking.

@®1:Are you more of a leader or a follower?

A:T don’ t try to lead people. I'd rather cooperate with everybody, and
get the job done by working together.

TAEER: FEEHEAT

(MI:Do you think you can make yourself easily understood in English?
A:Yes, in most circumstances.

@1:Are you available for travel?
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A:Yes, I like traveling. I am young, and unmarried. It’s no problem for
me to travel frequently.

(®1:How about overtime work?

A:Overtime work is very common in companies. I can work overtime if it’s
necessary, but I don’t think we will work overtime everyday.

@71 :How long do you think we can depend on your working here?

®1:Do you like regular work?

A:No, I don’t like regular work. I am interested in different projects
with new opport unities and new challenge, but I can do regular work if
the company needs me to do so.

®1:What salary do you expect

A:Shall we discuss my responsibilities with your company first?I think
salary is closely related to the responsibilities of the job.

(MI1:Do you work well under pressure

A:Working under pressure is exciting and challenging. I don’ t mind working
under pressure. I work well under the secircum stances. People can, I Can.
@®1:Do you have any particular conditions that you would like the company
to take into consideration?

A:No, nothing in particular.

@T1:How soon can you begin working for us?

A:T need about two to three weeks for necessary formalities. I will quit
then transfer to your company.

RS #L30IE )

(MTI:Any questions?

A:When will I know your decision?

@1:How can we get in touch with you?

@1:We will notify you of our decision by mail, is this convenient for
you?

@®T1:Thank you for your interest in our company.

A:Thank you, Mr.Smith. Goodbye. (Thank you for your time.)

®1:Youwill be hearing from us very soon. Please send the next applicantin
on your way out.

A:OK. Thank you very much.

BEAh, T I T RE 1 A AR SR BE R OL, I AR SS, N AT it
o (F5)
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