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[0 O Part One DialoguesSample Dialogue 1 Situation[] Sun Li is being interviewed for a secretary post.[] ALl Sun
LilJ the intervieweed BO the interviewer(d ALl May | come in[]

B Yes[d please. Al How do you do[] sir[]

Im Sun Li. Ive come for an interview as requested.B[1 How do you doJ Miss Sun[]

Im the office administrator. Please take a seat. ALl Thank you.BO First of alll] would you please say something
about yourself[]

A0 1ts my pleasure to do so. | come from Shanghai. In 200000 | passed the National CollegeEntrance
Examinations and was admitted into Shanghai International Studies University as anEnglish Major. | specialize in
English Secretarial Studies.B[J What courses have you taken in English Secretarial Studies[]

Al lve taken such courses as secretarial principlest] office administrationd business English(J public relations[]
etiquette study] psychology[] computer programming] typing[J] stenography andfile-keeping.B[J How about
your typing and shorthand skills[]

AU 1 can type about 60 words per minute[] and take dictation in English at 100 words perminute.B[] Good. But
can you operate any other office machinest]

AL Yes. | can operate a facsimile machine and a photostat.BL] Where did you learn how to operate these
machines[]

AL Ataforeign trade corporation last summer. | worked there for nearly two months.BLO Oh. really]
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