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ROREASIAR? R EABANNMR , EEESNEBATESHIDED ?

EFRZFRBZTHNANAEL  BFabcHAREBEEXE N TFORTREHE
WX, PBARREET , TRUERA-T , XEFXRX , REINESLEN
BERAEETEPIE ?

BB, BUEEEXBELEER?

1. IREAREBEREWE ?

2. AR “Go and catch a flick” , 2R LR ?
3. #£3i% “Bob’s your uncle” RH4EER ?

4. BN A CStruth!’ |, BB BRR G AR ?

5. Be#frt , A “Dear Sirit2‘Dear Ms/Mr...” &?
6

. REEDBE “Assure’M‘Ensure” EEM D BT ?
BERE ? HETEFR,

HX  AZLATHEEANAEABENZNR ? RESLENBEARBERE ,
KOLFEUTHEBER?HENERLZRD MEEAKTLA. BERHPECEL TS
FHRBFZNERRAZHE , RRAOTERERZRENTE , RO NTEZRER
B-RIEEEPEFEANEREER , RBES - BR., Kk, 8%, HXF,
ERR AR H A B RIE B E AE.

EEWZLIERENERE ? MENERREX-RINEXFERES , MA , &
AUBEEMREX -RIEEPFINES,
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RIOCKRERE

English for Cover Letters

ERBEFRINIEHFTRAERE-DEERENMARSTT - REFE -5 AER
HRBREEXNEBASHERMRONE,. REXENESHER — D31 ABNRRE,

Landing that dream job doesn’t only require a well-written resume - you’ll also need a sparkling
cover letter to formally introduce yourself and present your value. Follow this guide to prepare
a winning cover letter.

Stay on target

HRFBEMRORREHNER , EATE, BRAIMCAEXHRPEHFRBNBHRULEEE
BEfE, (RUREEEYR —TR2BEMWILITELNXBIEMN © 1 am writing to express my interest in the
Sales Manager position advertised on your website. | have enclosed a copy of my resume for your
review.” o

When you begin your cover letter, get to the point immediately. Explain why you're writing and include the title
of the position you're interested in. You may even want to say where you heard of the opening: “I am writing to
express my interest in the Sales Manager position advertised on your website. | have enclosed a copy of my resume
for your review.”

Match your skills

—HREGRMROBEZIERMRRHFNENFNES | BT EZERH B E‘REEEE’J%—EO R
B, FHRUBTAIX SRR TRELTNEAN A , FEHEURLUXHMIESSL © "I am confident
that these combined experiences make me an ideal candidate for this position.” o

A cover letter is your chance to convince the employer that you're the perfect candidate, so identifying the position’s
skill requirements is an important first step. Then, include clear examples from your previous experience which
reveal that you possess these skills, and finally sum up with something like this: “I am confident that these combined
experiences make me an ideal candidate for this position.”

Demonstrate your English ability

MRERRFE-HRPE , BTRERMERONEERENTLHIENLENTS, 18F , oMM,
TENAFHT-—ERXERRG. WE’J@-T—EEW% TERRARAS FERNTFRILARERE
BN E L3R E RS R R BRI,

If an English cover letter is required, it's a fantastic opportunity to demonstrate your smooth writing skills and
professionalism. Keep in mind, however, that long sentences don't necessarily indicate fluency. Keep your sentences
short and clear; do not try to over-impress by writing complex sentences, which can often leave the reader tired and
confused.
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Sell yourself

HMRERRENIE , MREZARIEEBMRNEISRE - A2 | FRRENEEMEN , MFARER ,
HreiRBFmE . FATRAFIM . “facilitated” . “developed” # “managed” B , KRR
RIVEMERSE , HBEEMERTRHII - VI strongly believe | possess the right combination of skills and
experience you are looking for” , & AKERFIEHE Lo

When you're writing a cover letter, you should always remember your mission - to sell yourself! Demonstrating what
you can do for the employer, not the other way around, will make you stand out from the crowd. Use action verbs
such as facilitated, developed and managed to describe your job responsibilities, and make claims such as “I strongly
believe | possess the right combination of skills and experience you are looking for” with confidence.

Proofread!

BTk, G EERED LA BMRARAESHRIELAE—H4E - H8 | —BRETRRE , BEXREES

—TRRBEMROPARE—T. FHAEHENETEERABEENT2ARE. &IF, “put yourself in
the employer’s shoes” |, RBRIEHREREX , HRERTHREEEA—EBETXRIEHNESE, IREFT
B EYEHAEHNAEEIREL —HSAAKARRE !

Sitting down, writing and then immediately sending your cover letter will guarantee one thing - mistakes! Once you
have written your cover letter, make sure you proofread it at a later time and ask a friend to read it as well. Look
closely for spelling and grammatical errors and make sure it's not too long. Finally, put yourself in the employer’s
shoes, or pretend that you are the employer, and decide if you would hire the candidate who wrote the letter. If not,
go back and make revisions until you have a sparkling cover letter!

www.englishtown.com
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RBEIX ? MIX A, ..
Job Interview in English? Say This ...

WMRARKRETHREERNTHE , ERE-MHSEEELP B, FT-—REUETHLEA
7 2RERE. BELT | FHERWTSHEEMEMMNNEILPREHNERNRE,
REREHEZE—T , AT ABEEAFTELEMREREE TN TREMET .

You've found the perfect job, but there’s one thing standing in the way: the interview. “What if | say
something wrong?” you think. Stop worrying! The good news is that many recruiters ask the same
basic questions in their interviews. So with a little preparation, you can avoid putting your foot in your
mouth and saying goodbye to your dream job.

Tell me about yourself.

HREEEUXENRETH. 1246, fMﬂ?&E"ﬁﬁUB‘J%WE’JIFEEI’J’ FRIRHNDAEE, TEH
*I'was born in Taipei” . “Ilike to play computer games” . =& “I have two brothers.” , &iFft4]
BXRIFRLEENKE , W%@JE@?EEEE%W%!ID@EWE’J%EI{’FHIEO

Interviewers often start with this question. Remember, they want to hear about your job skills, not your personal
life. Don't say, “I was born in Taipei,” “I like to play computer games,” or “I have two brothers.” Tell them about your
career growth, what you've learned or how you've developed specific skills.

www.englishtown.com
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What are your strengths?

H$HE  BREH | XIMAENXBERALEEANSF. BERRARMEMNIIEILI , & “I'm really
organized, punctual and get along well with others.” |, E&EANHERRIFTHIREINAE : “For
example...” , HERIREZEH TET R UME BB KN,

Go ahead, sell yourself! The key to this question is to give specific examples. Avoid simply offering a
list, like: “I'm really organized, punctual and get along well with others.” Follow up anything you mention
with, “For example ...” and then explain how you demonstrated this quality in a previous job.

Why are you interested in working for our company?
BEMNBEMERAFLEAMMNIAE, LRI T HRRERLANEERERURIRI I T HEE
BEERMME, FEL “Umm” . 1 don't know” . "It seemed like a good career move” . R I
haven't been able to find anything else interesting.” » BBEEMNEHMEREFTALTMTAL , AR
NEBETH AR A |

Employers want to know why you want to work for them. So show them you understand what the company does
and that you're enthusiastic about the work. Don't start with “Umm,” “I don't know,” “It seemed like 3 good career
move,” or “I haven't been able to find anything else interesting.” Keep in mind that the interviewer wants to know
what you can bring to their company, not what the company can bring to you!

"o

Why did you leave your last job?

AHMRLE—BIEFRENER  ERERATRALCNEENTE. REREN , TEXRIAEH
RESEZNEZTHERAETHTAERR2RMAITIL © I didn't agree with the company’s direction”
*I got no recognition for my work” . “My boss was totally unreasonable.” , BiX# M ITIL L IR
T 2SR AT ER

Maybe your last job was terrible, but an interview is not the place to talk about it. Even if it's true, never make
negative or opinionated comments about your current or past employers or co-workers: “I didn't agree with the
company’s direction,” “I got no recognition for my work,” “My boss was totally unreasonable.” Statements like these
make you sound unreasonable!

Do you have any questions for me?

HRXEEREULASLERER, ARNEANRELERMRIETHRZLF , EHAFETHRESHRNE,

TERPERERZMEZRWEE , & : “What does your company do?” , B2 “Could you tell
me your name again?” o M4k, FERFARILFMEREEXMEE . “When do you give raises?” .

“How much vacation time can | expect?” , W EI 7 1EiFHR “We'd like to offer you the job” =
B SR AR

Interviewers usually finish an interview with this question. Ask specific questions that show you already know a lot
about the company, but want to know more. Do not ask questions that you should already know the answers to, like,
“What does your company do?” Or, “Could you tell me your name again?” Also, don't ask salary or vacation-related
questions: “When do you give raises?” “How much vacation time can | expect?” Save those questions for after you
hear, “We'd like to offer you the job.”
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Get a Higher Salary with English

MRRAEBENLAPRE-—DEFNITHE , TSRS EENESXHTHE. ER
FATEDEXAM ! FSLALBREFENENRAREHRMENECHERNRE , 5
BEREEMANMBENIARSERARFLUERFNER. XH - LHREFEHURR
OE=N: D

If you're offered a much-desired position at the company of your dreams, it may be tempting
to agree to the offer right away. But don’t! Many managers expect perspective employees to
negotiate their package, and even negotiating a small amount per month can offer big returns
in the long run. Here are some tips for negotiating your salary in English.

Thank you for your offer.
TR REWMMAH BERHBERNBEROM , BERKTIENRE, RAELXHENEERR,

appreciate your consideration” F “1 am honored that you have selected me.” o

No matter what your decision and what the package, make sure you give your thanks. You may also want to offer
phrases such as, “I appreciate your consideration” and “I am honored that you have selected me.”

Hmm.

—BRNEINIENFARTIERKAONBRNFEZENETRRREFTRENENEAT , Hib&

HEREE—FHROMBRRKLCEROERRE, T 0K A MRERTEHFKOHEFN , &
“Hmmm...” . XERELEARNELETBIRATRIEFREX N EFMETREEEH —SH

Rit,

It's often difficult to negotiate an offer once you've shown extreme interest in the job and satisfaction in the salary, so

it's best to start at the beginning. Instead of saying, “OK”, when you hear the salary figure, say “Hmmm...” This lets

the hiring manager know you aren't quite satisfied and can lead to immediate negotiations.

www.englishtown.com
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Based on my current salary...

SH—MREASESH KWER, AERNMRAEHANERY  HENTENLIRRHEET HIE
KIENETEWEAFREAES, AXHENGTFER . "I had something a little higher in mind” H2
*I'was expecting something within the $15,000 to $20,000 range.”

Give a reason for your higher expectations. Maybe it's based on your current salary, other job offers or statistics
you've recently read about your field. Finish up the sentence with, “I had something a little higher in mind” or “I was
expecting something within the $15,000 to $20,000 range.”

Can | let you know my final decision on Monday?

ERFHELELHRQAR—EED  BIRIAMMNENIEZTEMRNME , BERFTEDS ERRE, BR
JLRMIRHREE —TRIRE, RATLUMLE : “I'm very interested in your company, but this will give
me some time to make a more informed decision.”

Hiring managers have been known to put the squeeze on, especially if they really want you, but don't rush into
decisions. Request at least several days to think through the decision. You can add,
company, but this will give me some time to make a more informed decision.”

"y,

I'm very interested in your

I'll take it!

HEERERHNREN , ZR—1NEEER
BMERENAIAREZITHE, WERR
B EEEERMNRENERX , BA
B 0 1d like to formally accept your
offer.” . B2 , MERHAFTEEZX
B ITENE , AL ;. “After much
consideration, I'm afraid | won't be able
to accept your offer.” |, FEBE—EEH
HIEBHEE , H—EE4LH]R !

When it comes down to the final decision,
this is a fun and friendly way to accept an
offer. If you had something more formal in
mind, say “Id like to formally accept your
offer.” If, on the other hand, you don't want
the job, say, “After much consideration, I'm
afraid | won't be able to accept your offer”
Be sure to always give an answer, and

always be polite!
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BIEMBERNEIE
English Telephone Phrases You Have to Know

MRMBAARSHHNREZIE—H , SUBARETRERE. BURERFEETBIIK
THRENEBLFATHEWNE  EEARERERLEN. ANARBREQRERNEE
MRE—ERE ? AU THREERRGAEMEERTIMESR,

If you're like most English learners, you find it difficult to make phone calls in English. But if you're
traveling abroad or working in a foreign company, using English on the phone is essential. So
how do you conquer this last obstacle to fluency? Prepare yourself for any telephone situation
with the following phrases and techniques.

Introductions

LEENBFTFHBIERHK : “Hello, this is Peter Jones.” , MRREEZBFNHRN A EERAMLE
#, RATLAE . “May | ask who's calling, please?”

Start any telephone conversation by introducing yourself: “Hello, this is Peter Jones. If you answer the phone and the
caller fails to identify himself, you can say: “May I ask who's calling, please?”

Asking for someone / Making a request

MRERITBFARBENEMNANE , BARBALRWEARKEER , Flm0 : “May | speak to Rachel
Smith, please?” , ¥RRAME D VNSBEFEHBA B WEHMRIRATEAE . “Could | have extension number
635?” . EMRITEFERBFRENEN , BEHFRZXLH : “I'm calling to make a reservation.”

If you're calling to talk to a specific person,
then phrase your request as a polite question,
e.g. “May | speak to Rachel Smith, please?”
When you have an extension number but no
name you can say: “Could | have extension
number 635?" But if youTe calling with a
specific purpose, then a statement works
best: “I'm calling to make a reservation.”

Holding and transferring

“Please hold” R2HFESHFERE
E—T" . HREE “transferred”
(®E)IEZ TN, REQWE :
“Connecting your call...” 5 “Please
hold, 'l transfer you.” . MR{REFHE
FICHBILITR AT BENE |, fRATAE
2R EEN—aiE : “Hello, please
hold!” . EELRFMREIE — K&
ZHl,

www.englishtown.com
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“Please hold” is telephone language for “just
a moment”. When you need to be transferred
- \ (connected) to another extension you'll often
- “h hear: “Connecting your call..” or “Please hold,
" - \ I'll transfer you.”.” If you call a business at a
. ' busy time, you might hear only a brief, “Hello,
{ please hold!” before the operator switches over
- to another line.
| i

Leaving a message
HRITBEFEON R ERTREETEF ,
HEHFES. MRALER “voicemail”
(BFRERS ) H— “answering
machine” ( EBHFLEZZN R )" . WRMREFNIBLRFENTE , 4128 : “would you like
to leave a message?” , "EREMRALL : “May | leave a message?” . MBEEF HEIBFNE , T
TEI=T BRNBESE. X#HMMAE “call back number” o

When the person you're calling isn't available, be prepared to leave a3 message. You might use voicemail (a digital
voice recording system) or an answering machine (a machine that records messages onto a tape). If you're talking to
an operator, they’ll ask: “Would you like to leave a message?” Or you can say, “May | leave a message?” Be sure to
leave your phone number if you want the person to return your call. This is called a ‘call back number’.

Asking the speaker to slow down
MERTEERETEFTENEEXNE , —EZBK. BESIFXA : "My English isn't very strong,
could you please speak slowly?” |, KEBH KA RXBFRAEEHREMNIX A M.

If you're not sure you'll understand everything in English, be honest. Tell the speaker immediately: “My English isn't
very strong, could you please speak slowly?” Most people will appreciate your honesty and will be happy to oblige.

Write it down
MBREEBARETEELAERERKNE , LEHNEEETRERERY., BHREERNABTK
N, ROLAERALIENERALRNEZEABNREEESIEDPEEMRERNIEFLEENEBE,

If youre nervous about telephoning in English, it's helpful to prepare a script. Write out a brief outline of what you
need to say. You can use it to organize your thoughts beforehand and as a reference if you get confused during the
call.

Remember your manners

EBEFFEANBILENESRFENEE, EBERIANBEFERAELUNEE , M “Could you” M
“Please” ; HEBRIES/BEL : “Thank you” 4 “Goodbye” #REE !

It's very important to sound polite on the telephone. Use phrases like, ‘Could you’, and ‘Please” when making
requests. And always remember to finish a conversation with ‘Thank you" and ‘Goodbye'!

www.englishtown.com
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Business Emails in English: 5 Practical Pointers

ERSHMAEEELOEME  (RAXBLORE , FEARTUEBEBHESRNEHR
?%@%EE’JEﬂi%ﬂ%%iﬂ%ﬂlﬁiiﬂﬂﬂo XI)LE— LB AT MRIERVERGE A B T
&,

Writing a business email is often easier than speaking: you don’t have to worry about
pronunciation, and you can take time to edit your message. But there are some rules to
remember when writing emails. Here are some tips to keep in mind to ensure that your email
makes a good impression.

Know your email terms
HKEBFHBEREEFERENE
B, MRRTHEZBWE , R4
ZRERMEF KA EBH4 R ATRER A
TEANDPNE !

English email programs use lots of
abbreviations, and if you don't know
them, your email asking your boss for
a raise might end up going out to the
entire office!

“Reply to all” & RARKIMBHEG S /

REAET—MNREIRBEEH A, £

BRAFEY I AERE , “cc”  ( “carbon copy” ) SR RIEHBERAREEMA , M “bec” BHRALE
HH RS M A L E ANE— b” WEER “blind” (EREHN ).

“Reply to all” means your email will be sent to everyone who received the original letter you're replying too. In the

address section of the email, the “cc” (carbon copy) section sends copies of the email to the people you indicate,
while the “bcc” section lets you send copies discreetly - the “b” stands for “blind” (hidden).

MRBEAEMR “forward” HEp#r , MEEREMREI KRR NEELXMME , ANREER “fw” .

If someone asks you to “forward” an email, they mean to send a copy of the email to them using the forward feature,
which is sometimes abbreviated as “fw.”

www.englishtown.com
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Use the right greeting

REHR “hey” FAB4ABRWEFE4TZEREETMAE , EREFFEAXMERRAE —NEEN
BEUHXEERF. Z—FE , FAFEEXNEZIFHA “Dear Sir” HELBREINT. RFRE
“Dear Mr. / Ms.” , REBMANE., MEFRN—BIENE  BREMINHEFTHREEXR, (HH
“Dear John” ),

Although opening an e-mail to your friend with “Hey" is fine, it's best not to address a potential business partner that
way. On the other hand, using extremely formal traditional phrases like “Dear Sir” is increasingly out of date. The best
bet is to write “Dear Mr. / Ms.” and then the person’s last name. When you already have a working relationship, it's
fine to just use their first name (e.g. “Dear John”).

Keep it short and clear

Hitih X WES THEEEARENLNEXNVERERFNEASIENHET , MEXBHERIAE
A-REWMARKRENSR. ERHNE—BRBEENRBREEHENHREENH , 8—BHBEFL
A, FERAEL “first, second, next, and finally” KA SEERFGRR—IPFHOM L. RAFEEMY4F
BEMENFARS. RALLAR “If you have any other questions please feel free to contact me”
XEEMEIERE R , X —RIULEEEESHINSARESHESR,

While in some other languages using elaborate and complicated structures shows your intelligence and education,
write your English emails in a clear and organized style. Clearly introduce the purpose of your letter in the first
paragraph and follow a clear structure in the main paragraphs with good introductory sentences in each. Using
words like “first, second, next, and finally” are guides to the reader that you're making a new point. You don't have
to describe all the details in your email. You can always end the email with a phrase like “If you have any other
questions please feel free to contact me,” which invites the reader to ask you for more information.Be polite and
tactful.

EREHMENREBFHNFEMENANE , IERMBFEFHRANNER-XIAER K SFFEA
& "l want” |, MERTER, "I would like” EB/EEENK , HH "I am interested in” RRHIE
REWH T RERFIERFE,

While it's good to be clear when you're writing an email asking for something, whether it’s a discount on a shipment

of shoes or a job interview, it's best not to use demanding words like “I want.” “I would like” is more respectful, and
“I'am interested in” is @ good choice if you're making an initial proposal or still exploring ideas.

Always end the email correctly
*I am looking forward to your reply” . “Thank you” =#& “Sincerely” #MEABIEAZTHINRH
ZRAR .

“I'am looking forward to your reply,
impression.

"o

Thank you,” or “Sincerely” are all good ways to leave the reader with a good

www.englishtown.com
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WZRRLEIRIE
English a Boss Likes to Hear

REZLENLHBET —BIETAZTENIE , BREXREEZNZBRAE BRI
EI_ET?JE%O FTEENH ! RAHUATHERSFRHAERBNNEE - 4] —ErELRN
RERAR |

So you've landed a much desired job in a foreign company, but every time you need to communicate with
your boss in English, you freeze up. Fear not! Exhibit the following five qualities and use the corresponding
phrases - they're sure to make your boss love you!

Enthusiasm

ARNSERSIHEITANRR ! AATHAFAZREFEREFEBEESHESLRARER S RN
i3k , “I'd be happy to do that.” pk&\, B EIATHEARRIAMRIEERBREESHIE, s
there anything else you'd like me to do?” Z#R , HRMWEBRBG IR TIER , A "My pleasure” k&
RERENRERAEMNE !

A positive attitude can make 3 big difference! Make your passion known by volunteering for tasks using the phrase,
“I'd be happy to do that.” Additionally, communicate willingness to take on responsibilities by asking, “Is there
anything else you'd like me to do?” Of course, when your boss thanks you for your work, reply with, “My pleasure”
to show you truly like what you're doing!

www.englishtown.com
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Support

BINHMERH “see eye to eye” ,MAE—E , ARNEMNFHEEELWALE . XHFERHA
&, IXEIRE — ERE U Rt R A — mo AR “Good point!” . MIEEIE I couldn't agree with you
more” F “That's exactly how | feel” REEHE, WE’J%*&%{Eﬁkmﬂ'ﬂf&E’J?ﬂﬁFo

We all like to be around people who see eye to eye with us, or who hold the same opinions as we do. Be supportive
of your boss’s ideas, and you'll surely get on his or her good side. Use expressions like “Good point!”, “I couldn’t
agree with you more” and “That’s exactly how | feel” to convey agreement. Your boss will appreciate your support.

Politeness

ILEBEEMN—4a “please” HA “thank you” EERIFEXWIEM. RERNEBRRRLEXRE
7, ARRIEREEMN, ﬂﬂ%ﬂ’ﬂﬁ%’f}ﬁﬂ%UAEﬁ&lﬁﬁﬁfRRﬁ%??kf&ﬂT , —EEB : “Excuse me
for interrupting.” ; MRIRME] —LFRME , RERBAMLE , “Please get back to me as soon as
possible.” o "BJ5 , HtEMIEEE , &iFfM41, “Thanks for your help!” o

Remember that a sincere “please” or “thank you” can go a long way. Even if you have a friendly relationship with
your boss or manager, it's important to be polite. If you have an urgent need while your boss is speaking with
someone else, be sure to say, “Excuse me for interrupting.” If you request information, you can add, “Please get back
to me as soon as possible.” Finally, when they respond, tell them, “Thanks for your help!”

Efficiency

EHATHERBNTUUASENEESE | MR “on the ball” RRAETMEERENEIA—ELK
ER, YES—TUESET, ABE : “I'll getright on that” RERIREDT EFHITEN, XHE , IR
RO EBREGRBESRTLUXHE S IFMBHZM , "Il get that to you by 6 pm.” &

Hard work is an aspect we can't forget! You will definitely be appreciated if you are on the ball, or capable and
efficient in your work. When assigned a task, say, “I'll get right on that” to show you will begin working on it
immediately. Or, you can tell your boss, “I'll get that to you by 6 p.m.” if he or she inquires about something you are
working on.

Imagination

MRMRAFEFNEE  FESHREHR | XERWHERESR , #RANRRI RYHLRAEEHFIN
. EAXLUATHEE : "I was thinking that it might be 3 good idea to...?” B& “Why don't
we..?” FBA—RETRBENTRNRBROEE. L, TIHEFREENES , #TEFﬁﬁE’Jm SEER
& “overnight hit” B LMERIIMY - BRIXHRRIRRZPE LRI HIRAYE |

If you have 3 brilliant idea, don't be afraid to suggest it! This reveals that you're innovative, ambitious, and looking for
ways to improve the company. Use phrases such as “I was thinking that it might be a good idea to...? or “Why don't
we...? to introduce your ideas in a non-threatening way. Additionally, prepare yourself for rejection, as not all ideas
are an overnight hit, or immediate success - but that doesn't mean you should stop suggesting them!
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Working together to improve learning
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To be continued...
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