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Unit 1   Enjoy Your Stay!

1. Do you have plans to continue studying for your master
,
s degree? Why or why not?

2. Do you want to study abroad? Why or why not?

3. Have you ever been on any job interviews?

If yes, please list major questions you are asked in the interview. If not, what do you think

would be the major questions asked in the job interview?

4. What should you do to leave a good impression on your interviewer in a job interview?

Why? What shouldn
,
t you do? Why not?

 Enjoy Your Stay!
Unit 1

WWWWW     arming UpWWWWW
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In this part, you are going to listen to three conversations.

Listen to the first conversation, and answer Questions 1 & 2.

1. What is the purpose of this conversation?

2. Whom is Ming speaking to in this conversation?

Listen to the conversation again and answer Questions 3 & 4.

3. What does Ming want to study?

4. Where does Ming want to go? Why?

Conversation 1Conversation 1Conversation 1Conversation 1Conversation 1

Hi, Lily,

I just got a call from the Department of Sociology at Columbia University.

They called me for an appointment for a telephone interview. I’m thrilled! You

know how much I want to go to Columbia and how hard I've tried to make it

happen. But I also feel a little worried because I'm afraid of talking in English

over the phone—as an English major, you may not have such worries. Anyway,

I'll do my best to make my dream come true. Wish me good luck!

Ming

Ming’s Email

LLLLLLLLLL      istening
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Listen to the second conversation and answer Questions 5 & 6.

5. Where does the conversation take place?

6. What is Ming doing there?

Listen to the conversation again and answer Questions 7 & 8.

7. How long will Ming stay in the U.S.?

8. What is Ming going to do after studying in the U.S.?

Conversation 2Conversation 2Conversation 2Conversation 2Conversation 2

Listen to the third conversation and answer Questions 9 & 10.

  9. Where does the conversation take place?

10. Whom is Ming speaking to in this conversation?

Listen to the conversation again and answer Questions 11 & 12.

11. Why can’t Lin Hua come to meet Ming?

12. Where is Ming going to stay tonight?

Conversation 3Conversation 3Conversation 3Conversation 3Conversation 3

Tapescript

Conversation 1  Telephone Interview

Ming: Hello!

Ms. Neilson: Hello! May I speak to Mr. Ming Chen, Please?

Ming: Speaking.

Ms. Neilson: Hi, this is Coral Neilson from the Sociology Department at Columbia. We talked

last week over the phone.

Ming: Oh, hi, Ms. Neilson.

Ms. Neilson: I will give the phone over to Dr. David Clifton, Director of the Graduate Program

in the department. He will speak to you.

Ming: OK, thanks.

Dr. Clifton: Hello, Ming. Or Chen?
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Ming: Hello, Dr. Clifton. Please call me Ming.

Dr. Clifton: OK, Ming. I have some questions for you. Are you ready?

Ming: Sure. Could you please say it a bit louder? The connection is not very good.

Dr. Clifton: Sure. The first question is: Why do you want to further your studies in our

department? Can you hear me clearly?

Ming: Yes, I got the question. Well, I want to further my studies at Columbia because it’s

one of the best schools in the United States and in the world. Your department is

well recognized in social studies, with several world-renowned professors. It would

be great if I could study and do research work in your department.

Dr. Clifton: Good. Now I have several questions to ask you about your research interests...

Conversation 2  Visa Interview

Ming: Good morning, Sir.

Visa officer: Morning. What’s your name?

Ming: My name is Ming Chen. M-I-N-G Ming, C-H-E-N Chen.

Visa officer: OK, Ming, why do you want to go to the United States?

Ming: I’m graduating from college this summer and I want to further my studies at the

Columbia University in New York.

Visa officer: Oh, it’s a top school. What are you going to study there?

Ming: Sociology. It’s my major. I love it. That’s why I want to further my studies in this field.

Visa officer: How long will you stay in the States?

Ming: I’ll stay for one year and a half till I get my master’s degree.

Visa officer: What’s your plan after you finish your studies at Columbia?

Ming: After I finish studying, I want to teach at a large university in Beijing or Shanghai.

Visa officer: If you got a good job offer in the States, would you stay?

Ming: No, I wouldn’t. I want to live here in China. My family and friends are here. It’s

my home.

Visa officer: OK, please go to Window 12 to get your visa.

Conversation 3  Arriving at the JFK International Airport

Custom officer: Good morning. Your passport, please.

Ming: Here you are.

Custom officer: What is the purpose of your trip to the United States?
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Ming: I’m a student at the Columbia University in New York.

Custom officer: OK, here’s your passport. Enjoy your stay!

...

Ming: Excuse me. My name is on your sign. Are you expecting Chen Ming from China?

Jeong: Yes. You’re Chen Ming?

Ming: Yes, I am. Are you Lin Hua from the Chinese Students Society at Columbia?

Jeong: No, I’m not. Hua is my roommate. He can’t come because of an emergency in

the lab. He asked me to meet you at the airport. I’m Jeong.

Ming: Hi, Jeong. Are you from China?

Jeong: No. I’m Korean. But I’ve been to China once. I took a two-month Chinese language

course at Beijing Language Institute three years ago.

Ming: Really? Then let’s speak Chinese!

Jeong: Oh, no. My Chinese is no more than nihao, xiexie, and chile ma. Let’s just speak

English. Your English is really good.

Ming: Thanks. Where are we going?

Jeong: North Manhattan. I’ll take you to the school guesthouse. Hua has booked a room

for you.

Ming: Good. Let’s go!

Columbia �� !"#$�� !"#University�
talked over the phone �� !

The connection is not very good.�� !"�� !"#
further your studies �� !

It’s well recognized in social studies. �� !"#$ %&'(
a top school �� !
My name is on your sign. �� !"#�$%&�sign�� !"#$%&'

Are you expecting Chen Ming from China? �� !"#$%&'()*
the Chinese Students Society �� !"
an emergency ��

My Chinese is no more than nihao, xiexie, and chile ma. �� !"#$�� !"��

����� !"#

booked a room �� !"

Language NotesLanguage NotesLanguage NotesLanguage NotesLanguage Notes
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Language StudyLanguage StudyLanguage StudyLanguage StudyLanguage Study

Task 1: Listen to Conversation 1 again. Write down the sentences that can be

         used in school admission interviews.

Sentences from Dr. Clifton:

1.

2.

Sentences from Ming:

1.

2.

Cultural NotesCultural NotesCultural NotesCultural NotesCultural Notes
Many Chinese students want to pursue their master’s or Ph.D.’s degree in Western

universities, especially in American schools. However, it usually takes much time and

effort to apply for a Western school, and the chance of getting admitted into a good school
is not very high. There are always far more applicants than the quotas set for the interna-
tional students. Only the most competitive candidates will be selected. Therefore, if you

dream of studying abroad, you should, first of all, have faith in your intellectual abilities
and other skills; secondly, you need to be mentally prepared for a long and sometimes

frustrating process of fulfilling your dream. It begins with such painful tests as IELTS,
TOEFL, GRE, and GMAT that are required for graduate studies in countries like the U.
K., U.S., Canada, and so on. Once you have earned satisfactory scores in these tests, you

can start searching for information about universities and institutes where you would like to
further your studies. When you decide on the places you want to go to, you can write to

them and ask for application forms. Or you can visit their websites and download those
forms. Then you will be busy filling out forms, writing personal statements, requesting
recommendation letters, etc. After you mail your applications to the schools you desire,

you will have to wait for several months for the results to come in. Such a long waiting
period can be rather frustrating. Finally, you receive letters from some of the schools you

had applied to, accepting your application. One or two of them even give you a full schol-
arship as you had wished. At this point, you are just one step away from achieving your
goal, but it is a big step—you need to get a visa. Only when you get a student visa, can

you fulfill your dream of studying abroad.
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Task 2: Listen to Conversation 2 again. Write down the sentences that can be

         used in visa application interviews.

Sentences from the Visa Officer:

1.

2.

Sentences from Ming:

1.

2.

Task 3: Listen to Conversation 3 again. Write down the sentences that can be used

             at customs.

Sentences from the Customs officer:

1.

2.

Sentences from Ming:

1.

2.

Task 4: How many words do you know about academic programs? Write down as

             many words as you know.

Task 5: How many words do you know related to an airport? Write down as many

             words as you know.

If you would like to know more sentences or expressions commonly used in the above

occasions, please refer to Appendix I at the end of this unit.
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Activity 1: Conversation Completion

School Admission Interviews

Conversation 1Conversation 1Conversation 1Conversation 1Conversation 1
Richard Enders: Hello! May I speak to Ling Wang please?

Ling Wang: ___________________________________________________________.

Richard Enders: Hi, this is Richard Enders from Stanford. Ms. Moore called you two days

ago and scheduled today’s interview.

Ling Wang: ___________________________________________________________.

Richard Enders: OK, I have some questions for you. Are you ready?

Ling Wang: ___________________________________________________________.

Mr. Enders: All right, I’ll speak louder. The first question is: Why do you want to further

your studies in our school?

Ling Wang: ___________________________________________________________.

Mr. Enders: What do you want to study in our program? Is there any specific field that

you are interested in?

Ling Wang: ___________________________________________________________.

Mr. Enders: Why are you so interested in this field?

Ling Wang: ___________________________________________________________.

Conversation 2Conversation 2Conversation 2Conversation 2Conversation 2
Connie Frye: Hello! Is Hong Zhang there?

Hong Zhang: ______________________________________________________________.

Connie Frye: Hi, this is Connie Frye from Yale. We talked over the phone last week.

Hong Zhang: ______________________________________________________________.

Connie Frye: I have some questions concerning your application for our graduate program.

Hong Zhang: ______________________________________________________________.

Connie Frye: What did you study at college?

Directions: Complete the conversations with the appropriate responses.

SSSSSS S S S S peaking
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Hong Zhang: ______________________________________________________________.

Connie Frye: Can you name some of the courses you’ve taken?

Hong Zhang: ______________________________________________________________.

Connie Frye: Can you tell me about some research work you’ve done previously?

Hong Zhang: ______________________________________________________________.

Connie Frye: What research work do you plan to do for your master’s study?

Hong Zhang: ______________________________________________________________.

Visa Application Interviews

Conversation 1Conversation 1Conversation 1Conversation 1Conversation 1
Lan Yang: _________________________________________________________.

Visa officer: Good morning. What’s your name?

Lan Yang: _________________________________________________________.

Visa officer: OK, Lan, why do you want to go to the United States?

Lan Yang: _________________________________________________________.

Visa officer: What are you going to study there?

Lan Yang: _________________________________________________________.

Visa officer: What’s your plan after you finish your studies?

Lan Yang: _________________________________________________________.

Visa officer: OK, please go to Window 12 to get your visa.

Conversation 2Conversation 2Conversation 2Conversation 2Conversation 2
Visa officer: What’s your name?

Gang Cao: _________________________________________________________.

Visa officer: What’s your purpose for obtaining a visa?

Gang Cao: _________________________________________________________.

Visa officer: What do you want to study?

Gang Cao: _________________________________________________________.

Visa officer: Why?

Gang Cao: _________________________________________________________.

Visa officer: How will you cover your expenses?
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Gang Cao: _________________________________________________________.

Visa officer: Do you think your English level is good enough to understand lectures?

Gang Cao: _________________________________________________________.

At the Customs Office

Conversation 1Conversation 1Conversation 1Conversation 1Conversation 1
Custom officer: Good morning. Your passport, please.

            Student: ________________________________________________________.

Custom officer: What is the purpose of your trip to the United States?

            Student: ________________________________________________________.

Custom officer: How long will you stay in the States?

            Student: ________________________________________________________.

Custom officer: OK, here’s your passport. Welcome to the United States!

Conversation 2Conversation 2Conversation 2Conversation 2Conversation 2
Custom officer: Good morning. Can I see your passport please?

              Visitor: ________________________________________________________.

Custom officer: What’s the purpose of your trip??

              Visitor: ________________________________________________________.

Custom officer: Is this your first visit to the United Kingdom?

              Visitor: ________________________________________________________.

Custom officer: How long will you be staying in the U.K.?

              Visitor: ________________________________________________________.

Custom officer: Here’s your passport. Enjoy your stay!

Activity 2: Role-Play

Directions: Make up short conversations based on the following roles and settings. Try to incorporate

                  the words and expressions you have learned in this unit into the conversations.
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Setting 1Setting 1Setting 1Setting 1Setting 1
Role A: You are the director of a graduate program in an American university. (You decide on

the specifics about the program and the university.) You are now making a phone call

to interview a Chinese applicant for your program.

Role B: You are a fourth-year Chinese college student, applying to study in A’s program. You

are on the telephone interview.

Setting 2Setting 2Setting 2Setting 2Setting 2
Role A: You are the director of a graduate program in a British university. (You decide on the

specifics about the program and the university.) You are now making a phone call to

interview a Chinese applicant for your program.

Role B: You are a graduate student in a Chinese university. You are presently applying to study

in A’s program. You are on the telephone interview.

Setting 3Setting 3Setting 3Setting 3Setting 3
Role A: You are a visa officer at the U.S. Consulate. You are now interviewing B for his application

for a study visa.

Role B: You are a fourth-year Chinese college student, applying for a visa to study in the U.S.

Your parents will support you during your stay in the U.S. Your English level is good.

(You decide on the specifics about where and what you want to study.)

Setting 4Setting 4Setting 4Setting 4Setting 4
Role A: You are a visa officer at the Canadian Consulate. You are now interviewing B for his

application for a study visa.

Role B: You graduated from a top Chinese university three years ago. Now, you are applying

for a visa to study in Canada. You are supposed to have full scholarship from the school

you are admitted to. Your English is not very good. (You decide on the specifics about

where and what you want to study.)

Setting 5Setting 5Setting 5Setting 5Setting 5
Role A: You are a custom officer at an international airport in the U.S.

Role B: You are a Chinese student coming to the U.S. for further study. (You decide on the specifics
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about where you study and how long you will stay there.)

Setting 6Setting 6Setting 6Setting 6Setting 6
Role A: You are a custom officer at an international airport in the U.K.

Role B: You are a Chinese visitor to the U.K. (You decide on the specifics about where you go

and how long you will stay there.)

Activity 3: Simulated Practice

  The Best Place to Stud The Best Place to Stud The Best Place to Stud The Best Place to Stud The Best Place to Studyyyyy

Directions: This is a whole class activity. Two thirds of the students in the class are divided into

pairs. Each pair should represent a Western university and give interviews to applicants.

(Students can decide on which university they want to represent.) The rest one third of

the class will be applicants. Each applicant should take at least three interviews.

After all the interviews have been completed, the interviewers should announce

the names of the students to be admitted to their programs. The specific requirements

are given in the table below.

The course instructor: help to 1) make sure each pair represents a different university;

and 2) pair interviewees to interviewers and see to that each interviewee takes at least

three interviews.

Interviewers

1. Decide which universities you want to

go (choose at least three universities).

2. Prepare for interviews by listing all the

possible questions that might be asked

and plan how to answer these questions.

3. Take at least three schools’ interviews.

Interviewees

1. Each pair decide which university they

represent, write the name of the school on

a sign and put it on the desk.

2. Plan the interview questions.

3. Give interviews while taking notes about

the interviewees.

4. Discuss which candidate is the best and

announce his/her name.
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In this part, you are going to listen to three conversations.

Conversation 1Conversation 1Conversation 1Conversation 1Conversation 1

Listen to the conversation, and answer Questions 1 & 2.

1. What are Lily and the professor talking about?

2. What position is Lily applying for?

Listen to the conversation again and answer Questions 3 & 4.

3. Why does Lily want this job?

4. What responsibilities would Lily have in this job?

Dear Ming,
Great to receive your email. I’ve never had a friend who goes to Columbia. Hope
you become one. Do not worry—you are doing just fine. You have been preparing
for this for almost three months. Just take a deep breath and go for it. Actually
I’m going on an interview too. I’m applying for the position as the coordinator
for the international students’ program for this term. The previous program
coordinator is going to spend a year in England and she recommended me to

cover for her for a while. Good luck to both of us!

Lily

Lily’s Email

LLLLLLLLLL      istening
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Conversation 2Conversation 2Conversation 2Conversation 2Conversation 2

Listen to the conversation and answer Questions 5 & 6.

5. Who are the speakers in this conversation?

6. Why does the professor want to speak to Lily?

Listen to the conversation again and answer Questions 7 & 8.

7. What does Prof. Willis want Lily to do?

8. When would be the first meeting?

Conversation 3Conversation 3Conversation 3Conversation 3Conversation 3

Listen to the conversation and answer Questions 9 & 10.

  9. Who is Lily talking to?

10. What seems to be the problem here?

Listen to the conversation again and answer Questions

11 & 12.

11. What is the student’s flight number?

12. What is Lily’s telephone number? Email address?

Tapescript

Conversation 1  Taking a Job Interview
Prof. Willis: Please have a seat.

Lily: Thank you.

Prof. Willis: Prof. Wang has told me so much about you. You’ve been her assistant in the pro-

gram for two or three semesters, right?

Lily: Yes. I’ve been helping her with international students, like booking tickets for

them, contacting teachers, scheduling their field trips, etc.

Prof. Willis: Good. Why would you like to work for the program?

Lily: Well, I’d like to have more experience in meeting young people from other countries.

Besides, it’s a good opportunity for me to improve my language and communica-

tion skills.
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Prof. Willis: Okay. Do you know what your job would involve?

Lily: I think I need to do a lot of contact work with students and teachers, make sure that

every course is going smoothly and handle emergencies like students’ sickness or

problems caused by miscommunication.

Prof. Willis: Good. Do you understand that being a program coordinator means a lot of stress?

Those students are thousands of miles away from home. They might have all kinds

of problems. They come to you. Can you handle the stress?

Lily: Yes, I understand that. I was a leader of students’ union both in high school and

college. I know what stress means and I am sure I can manage it.

Prof. Willis: Okay. Have you taken any courses in Chinese culture or history before?

Lily: Yes. I took courses in cross-culture communication and Chinese philosophy and

history.

Prof. Willis: Okay. Thank you for your time.

Conversation 2  Receiving the Work Assignment
Lily: Hello, Lily speaking.

Prof. Willis: Hello, this is John Willis. I’m calling to tell you that you did a good job on the

interview. We think you are the right person for the job. Congratulations!

Lily: Oh. Thank you. Thank you, Prof. Willis.

Prof. Willis: No problem. We are having a staff meeting next Monday. So please be at the

department office at 10 am.

Lily: I will be there.

Prof. Willis: Good. Actually, I want you to start before Monday. I need you to confirm the

flight information of all the students. Professor Wang is going to send you the

name list and contact information. Please make sure that all the students arrive

before the school starts.

Lily: OK. I will work on that.

Prof. Willis: Another thing, you need to give me the school calendar before the meeting, in-

cluding field trips, school breaks and the arrangement for holidays.

Lily: Okay. How about the class schedule? Do I need to get it ready next week?

Prof. Willis: That will be great if you can get it done. You can ask all the teachers at the meeting

and see how the schedule can be worked out.
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Lily: Sure.

Prof. Willis: Okay. Thanks and see you Monday.

Lily: See you.

Conversation 3  Confirming Flight Numbers
Lily: Hello, can I speak to Eber Johnson?

Eber: Yes, Eber Johnson speaking.

Lily: Hi, This is Lily Chang, coordinator of the Chinese Culture Beijing Program.

Eber: Oh, hi.

Lily: Could you please tell me your flight number and the exact time of your arrival in Beijing?

We will pick you up at the airport.

Eber: Yes, of course. Just give me a second. I need to get my ticket and have a look… Please

hold on… My flight number is AA459 and the arrival time in Beijing is 4 am.

Lily: 4 am?

Eber: Yeah. I’m sorry it’s not really a good time… Maybe it’s too much trouble for you to pick

me up at the airport.

Lily: The time is surely not so good. You know what…since students of the program will

arrive mostly on August 28, we will pick them up at the airport at 3 o’clock that afternoon.

Eber: In that case, maybe I can change my flight and let you know later.

Lily: That would be fine. You can write me an email to chinalily@yahoo.com. Or you may call

me at 86-10-66792880.

Language NotesLanguage NotesLanguage NotesLanguage NotesLanguage Notes

program coordinator �� !"

scheduling their field trips �� !"#

Why did you want to work for the program in the first place? �� !"#$ %&'

�� !

What do you think you should accomplish if you start to work as a coordinator in this

program? �� ! "#$%&�'()*+,-!.

make sure that every course is going smoothly and handle emergencies like students’

sickness or problems caused by miscommunication �� !"#$%&�� !
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��� !"#$%&'()*+,-.�/012

We are having a staff meeting next Monday. �� !"#$%&

I will work on that. �� �� !"#

Please hold on. �� !"#

Maybe it’s too much trouble for you to pick me up at the airport. �� !"#$%&

�� !

In that case, maybe I can change my flight and let you know later. �� !�� !"

�� !"#�� !"#

Cultural NotesCultural NotesCultural NotesCultural NotesCultural Notes

Many Chinese college students now want to work at international companies (e.g.

P&G, Hewitt, L’Oreal, etc.) in big cities such as Beijing, Shanghai and Guangzhou.

Usually these companies recruit college graduates by giving several rounds of

interviews conducted both in English and Chinese. Therefore, it is very necessary

for the candidates to prepare carefully for these job interviews in an English-speaking

context. The first step in your interview preparation includes going to the company website

to search out information about the company, looking for the description of the position

you are seeking and understanding the corporate culture that you need to bear in mind

when you are talking with the interviewers. Next, you need to review your personal

history, think about your education background and experience, and carefully write a

resume which is properly typeset, following the right type of format. Usually you are

asked to fill in the application form on line and sometimes you need to answer a few

types of questions. These questions are related to your personal strengths, education,

experience, job objectives, interests and problem solving abilities. Before the actual

interview, to make sure you know your abilities and are familiar with the expectations of

the employer, you need to go over the possible questions and rehearse your answers with

one of your friends. Pay attention to the way you present the information and ask your

friend to comment on your performance. During the interview, it is very important to

keep eye contact with your interviewers and answer the questions in a clear and logical

way. If you can impress the interviewers, you will surely impress your future employer

when you are doing your job. Good luck!
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Language StudyLanguage StudyLanguage StudyLanguage StudyLanguage Study

Task 1: Listen to Conversation 1 again. Write down the sentences that can be
used in job interviews.

Sentences from interviewers:

1.

2.

Sentences from interviewees/applicants:

1.

2.

Task 2: Listen to Conversation 2 again. Write down the sentences that can be
used to give assignments.

Sentences from Prof. Willis:

1.

2.

Sentences from Lily:

1.

2.

Task 3: How many words do you know about the application form and resume?
Write down as many words as you know.

Task 4: How many expressions or sentences do you know to talk about charac-
ter and personality? Write down as many words as you know.

If you would like to know more sentences or expressions commonly used in the above

occasions, please refer to Appendix II at the end of this unit.
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Activity 1: Conversation Completion

Directions: Complete the conversations with the appropriate responses.

Job Interviews

Conversation 1Conversation 1Conversation 1Conversation 1Conversation 1
Interviewer: Come in, Miss Chen, is it? Please have a seat.

Chen: _______________________________________________________________.

Interviewer: Uh, you’d like to join our program, I guess.

Chen: _______________________________________________________________.

Interviewer: That’s very good. I’d like to know a little bit about you. Perhaps you could tell

me a bit about your graduation.

Chen: _______________________________________________________________.

Interviewer: That’s very interesting, Miss Chen. I’d like to know, what did you enjoy most at

school? What was the course that you enjoyed the most?

Chen: _______________________________________________________________.

Interviewer: Do you speak any foreign languages?

Chen: _______________________________________________________________.

Interviewer: Are you quite fluent in those languages?

Chen: _______________________________________________________________.

Conversation 2Conversation 2Conversation 2Conversation 2Conversation 2
Interviewer: Come in, Mr. Jin. Please have a seat.

Jin: ___________________________________________________________. You

have a nice office.

Interviewer: Thank you. You graduated from Peking University, right?

Jin: _______________________________________________________________.

SSSSSS S S S S peaking
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Interviewer: Tell me about your strengths and weaknesses.

Jin: _______________________________________________________________.

Interviewer: I’d like to know what you like doing in your spare time?

Jin: _______________________________________________________________.

Interviewer: Now, is there anything you’d like to ask me?

Jin: _______________________________________________________________.

Conversation 3Conversation 3Conversation 3Conversation 3Conversation 3
Tang: Morning, Mr. Bell.

Mr. Bell: __________________________________________________________________.

Tang: Thank you for giving me the opportunity.

Mr. Bell: Thank you for coming. First, could you please tell me something about your work

experience?

Tang: __________________________________________________________________.

Mr. Bell: Why do you want to work for our company?

Tang: __________________________________________________________________.

Mr. Bell: Do you like work on your own or work with other people?

Tang: __________________________________________________________________.

Mr. Bell: If you were asked to be in charge of a new office, what would you do to pick the

right team?

Tang: __________________________________________________________________.

Giving Assignments

Conversation 1Conversation 1Conversation 1Conversation 1Conversation 1
Mr. Spence: Morning, Jane.

Jane: Morning, Mr. Spence.

Mr. Spence: I need you to do the following things before new semester starts. First, __________

_________________________________________________.

Jane: Sure. I will get it ready.

Mr. Spence: ___________________________________________________________.
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Jane: How many copies do you need?

Mr. Spence: ___________________________________________________________.

Jane: Do you need the class schedule?

Mr. Spence: ___________________________________________________________.

Conversation 2Conversation 2Conversation 2Conversation 2Conversation 2
Ms. Layman: Donna, do you have last year’s students’ grades?

Donna: ___________________________________________________________

Ms. Layman: ___________________________________________________________. Her

college wants a transcript.

Donna: Okay. __________________________________________________________?

Ms. Layman: Please send it to her college.

Donna: ___________________________________________________________.

Conversation 3Conversation 3Conversation 3Conversation 3Conversation 3
Ms. Ryan: Lin, I need to talk to you for a minute.

Lin: Okay, what for?

Ms. Ryan: A teachers’ delegation from the United States will come here next week.

___________________________________________________________.

Lin: How big is the group?

Ms. Ryan:  ___________________________________________________________.

Lin: Where are we taking them?

Ms. Ryan: ___________________________________________________________. Here, it’s

all on the itinerary.

Lin: ___________________________________________________________?

Ms. Ryan: I guess so.

Conversation 4Conversation 4Conversation 4Conversation 4Conversation 4
Mr. Drake: Bing, have you found someone to do simultaneous interpretation for the conference?

Bing: Yes. ___________________________________________________________. Do

you need to give them an interview first?

Mr. Drake: ___________________________________________________________.
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Bing: Sure. I will call them.

Mr. Drake: Have you got all the scripts of the presentations at the conference?

Bing: Not all of them. _____________________________________________________.

Mr. Drake: Keep asking him. ____________________________________________________.

Bing: Still working on them. They will be done tomorrow.

Mr. Drake: ___________________________________________________________. We need

to get them printed.

Flight Confirmation

Ray: Hello, Prof. Lee, could you please tell me when you are arriving tomorrow?

_________________________________________________________________

Prof. Lee: _________________________________________________________________.

Ray: Your flight number?

Prof. Lee: _________________________________________________________________.

Ray: Do you want us to book a return ticket?

Prof. Lee: Yes. Please. That will be very helpful.

Ray: _________________________________________________________________.

Prof. Lee: Friday, the 28th.

Ray: OK. Do you want a morning flight, or an afternoon flight?

Prof. Lee: _________________________________________________________________.

Activity 2: Role-Play

Directions: Make up short conversations based on the following roles and settings. Try to

incorporate the words and expressions you have learned in this unit into the

conversations.

Setting 1Setting 1Setting 1Setting 1Setting 1
Role A: You are the director of an international student program. (You decide on the specifics

about the program.) You need a new teacher for this program. You are interviewing an

applicant for a teaching position in this program.
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Role B: You are a college teacher. You want to have some experience teaching foreign students.

Now you are taking the interview.

Setting 2Setting 2Setting 2Setting 2Setting 2
Role A: You are the coordinator of an international student program. (You decide on the specif-

ics about the program.) You need some student assistants. You are now interviewing an

applicant for the position of assistant in the program.

Role B: You are a third-year student in college. You want to have a part-time job working for

some international students program. You want to meet foreigners. Now you are taking

the interview.

Setting 3Setting 3Setting 3Setting 3Setting 3
Role A: You are the CEO of a big real estate company. (You decide on the specifics about the

company.) You are hiring a project manager to build a five-star hotel in town. You are

now interviewing an applicant for this position.

Role B: You’ve been working in real estate for three years and you’ve participated in several

very important projects. Now you are applying for the position of project manager for

the building of a five-star hotel. You also had hotel management experience before you

started to work in real estate.

Setting 4Setting 4Setting 4Setting 4Setting 4
Role A: You are the dean of a department in a famous university. (You decide on the specifics

about your program and university.) Your department is hosting a big international

conference next month. You are giving assignments to graduate students in your depart-

ment to pick up guests at the airport / proofread conference papers / print conference

brochures, etc.

Role B: You are a graduate student. Your department is hosting an international conference next

month. You are asked to do some work for the conference.

Setting 5Setting 5Setting 5Setting 5Setting 5
Role A: You are the dean of your department. Your department is going to hold an international

conference. The president of your university is going to deliver a welcome speech at the
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conference. You need to assign somebody to get the speech translated.

Role B: You are a professor. Your department is going to hold an international conference. The

president of your university is going to deliver a welcome speech at the conference. The

dean of your department wants you to translate the speech.

Setting 6Setting 6Setting 6Setting 6Setting 6
Role A: You are asked to pick up an important guest at the airport for an international conference.

You need to contact the guest for his/her flight information.

Role B: You are an American professor visiting China for an international conference. Your

Chinese colleague will call you to confirm your flight information.

Activity 3: Simulated Practice

The Best Person for the JobThe Best Person for the JobThe Best Person for the JobThe Best Person for the JobThe Best Person for the Job

Directions: This is a whole class activity. One third of the students will form group panels of

interviewers (2 or 3 people on one panel, depending on the class size). (Students

themselves can decide on which company/organization they want to represent or

teachers can assign them the roles.) The rest of the class will be interviewees/candi-

dates/applicants. Each applicant should take at least three interviews.

Mock Interview

Each student is supposed to move around the classroom and take from three to five job

interviews for different jobs (e.g. flight attendant, tour guide, coach, etc.). One third of the stu-

dents will be interviewers and the rest will be interviewees.

Example

Picture 1 Classroom

flight attendant
tour guide

coach

attaché

1

34

2

Picture 2 An Interview Group

Interviewer 1 Interviewer 2

panel

Candidates 1       2       3
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Interviewees

1. Prepare possible interview questions.

2. Go to different interviews.

3. Think about what you could improve on

in your next interviews.

Interviewers

1. Decide what questions you are going to

ask each candidate, e.g. What personal

qualities are you looking for?

2. Interview some candidates. Spend ap-

proximately five minutes on each candi-

date and move on to the next.

3. Decide which candidate should be

shortlisted.

Please follow the following steps and conduct the interviews.




