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Step One Pre-job-hunting
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Chapter One Collection of Job-hunting Information
O00o0o0oooooooo

Section One English Recruitment Information on Mass Mediall
0000000000000 (Format and feature of English recruitmentads)
2000000000000 (Abbreviations used in English recruitment ads)
3000000000 (Models for English recruitment ads)

A0 0D DO OO0 0O (Sources of English recruitment information)
O00o0o0oooooooo

Section TWO English Recruitment Information on the Internet
100000000000 (Major English recruitment websites in China)
20000000000 0O (Major English recruitment websites abroad)
300000000 O0ODO (Models of English recruitment ads on the Internet)
Oo00ooooooood

Section Three Other Information for a Job

10 0 0 O O (Job markets)

200 0O 0O 0O O O (Employment office in a college or university)

30 000000 (Employment agencies)

000 00oooooon
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Chapter Two Consultation of Job Application

000 00o0oooooood

Section One Survey of the Employer by Written Materials

000 o00ooooooood

Section Two Survey of the Employer on the Internet
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Section Three Consultation with Relevant Employees of the

Employer

O00o0ooooooaon
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Chapter Three Elaborate Preparation for Job Application

000 o00oDoOoooooooag

Section One Preparation for Frequent Questions in Job Interviews
1000000000 (Questions for opening a job interview)
2000000000000 O (Questions about the job hunter’ S working
experience)

WO0O000000000D0ODOO DO (Questions about the job hunter’ S working
flexibility

ADDODDOO000000ODDO (Questions about the job hunter’ S expectation)
500000000000 (Questions about the job hunter himself( herself
introduction)

600000000000 (Questions about the job hunter’ S remuneration)
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Section TWO Advice on Appearance and Manner in J ob Interviews

10 0 0 O O (Being on time)

200 00 0O O O (Being properly dressed)
Ooo0ooooooobooo

Section Three Job—Hunting and Interview Strategies for Modern
Women

10000000000 0O (Four advantages of female job applicants)
2000000000000 D0 (Four mistaken concepts of female applicants
3000000000000 (Four tips on the dressing of female job
interviewees[]

AD0000ODODOOOO O (Five strategies of successful female job applicants)
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Step Two While—job-hunting
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Chapter Four English Writing of an Appropriate Job-application

Letter

gbootdouoooooood

Section One Structure and Format of English Job—Application

Letters

100000000 O (Structure of English job—application letters)
20 0 0000000 (Format of English job—application letters)
30 0000000 (Format of addressing an English envelope)

A0 0O 0O DO OO0 O (Standard model for an application letter)

000 000o0ooobooooooog

Section Two English Writing[J Space Layouts and Models for R6sum4
10 O O O O (Brief introduction)

200 0 O O O (Job objective)

30 0 0 O O (Qualifications)

A0 O O (Education)

50 0 O O O (Professional experience)

600 O 0O O O (Personal data)

70 0O O O O (Foreign language competence)

80 0 U O O O (Specialization and accomplishments)

900 O O O (Publications)

100 O O O (References)

1000000000000 0 (Space layouts and models of résum6)
Ooo0ooooooobooo

Section Three English Writing and Models for Self-recommendation
Letters

O00oooooooon

Section Four English Writing and Models for Letters in Answering
to Recruitment Ads

O00o0o0oooooooo

Section Five English Writing and Unified Models for Job
Application
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Section Six English Writing and Models for Reference Letters
10 0 0 O O O O (Reference letters for general use)
200 0 0O 0O O O O (Reference letters for special use)
Oo0o0oooooooon
Section Seven English Writing and Models for Autobiographies
O00oooooooon
Section Eight English Writing and Models for Followup Letter
O000o0ooooooag
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Chapter Five Job-hunting Strategies on the Internet
O000o00oooooooog
Section Ome Job-Hunting Methods and Skills on the Internet
10 0 O O O "(Online job application)
20000000000 0O (Filling in the job application form online)
WO 000000000000 O (Tips for online job application)
O00o00oDoOoooooooag
Section Two Models of Issuing Job—hunting Information on the
Internet
O00oooooooad
Ooooooog
Chapter Six Strategies of Taking a Remote Job—interview
Oo0o0oooooooon
Section One Interviews on the Internet
100 0 00 0O O O (Characteristics of the interview on the Internet)
20 000000 OO0 D0 (Directions for using the® Remote Interview
System” )
300000000 O (Frequent questions in the interview on the Internet)
000 o00ooooood
Section Two Telephone Interviews
100000000000 00000 (Preparations and strategies for telephone
interview)
20 0 0 0 0 O O (Models of telephone interviews)
O0O0oooooooa
Oooooooad
Chapter Seven Strategies for Meeting Challenges in a Job Interview
Oo00ooooooood
Section One Analysis of Job Interview Procedure
100 0 O O (Beginning of a job interview)
200 00 0O O O (Self—introduction)
30 O 0O O O (Introduction to your family)
A0 O O O O (Description of your education background)
50000000 0 (Introduction to your working experiences and
accomplishments)
600 O O O O O O (Introduction to your language proficiency)
70 0 0 0 00O O (Presentation of your personal enchantment)
80 O O O O O (Introduction to your hobbies and interests)
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Section Two Strategies of Tough Questions in Job Interview
ooooooo

Step Three Post-job-hunting

000 00ooooboooooooo

Chapter Eight Tips for Post-job-interview
O00oooooooon

Section One Extending Thanks and Inquiring the Result

10 0 0 O O (Extending thanks)

20 0 O O O (Inquiring the result)

000 o00ooooood

Section TWO A Sincere Smile Thanking for Loss and Gain
000 mk00oooooooog

Section Three Model Conversations for Interviews of 15 Hot Jobs
10 0 0 O O O (Simultaneous Interpreter)
20000000 (T Professional)

30 0 00O 0O 00O (Internet Development Engineer)

40 0 0O O O O (Software Engineer)

50 0 O O (Customs Declarer)

600 0 O O O (Customs Officer)

00000 @o® ODbooOoo” O Insurance Agent)
80 O O O O O (Certified Public Aecountant)

900 O O O O O O (Sales Planning Professional)

1000 0 O O O (Salesperson)

110 0 0 O O O (Customer Relationship Management Master(] [1 [1 CRM)
1200 0 0 O O (Journalist)

130 0 O O O (English Editor)

140 0 0 0O O O O (Front Desk Manager of a Hotel)

150 0 0 0 O O O (Hotel Servant)
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