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Chapter 1 Job ResourcesUnit 1 Job-hunting AdvertisementUnit 2 Applying on the Internetunit 3 Other's
RecommendationUnit 4 Job FairUnit 5 Job Agency and Job-hunterUnit 6 Self-recommendationChapter 2 Before
the InterviewUnit | Interview ConsultationUnit 2 Clothes and AppearanceUnit 3 Interviewing EtiquetteUnit 4
Interview TaboosUnit 5 Psychological PreparationChapter 3 Material RequestedUnit | ResumeUnit 2 Application
LetterUnit 3 Unsolicited Application LetterUnit 4 Reference LetterUnit 5 Follow-up LetterUnit 6 OffersUnit 7
Responses of AcceptanceUnit 8 Responses of RefusalUnit 9 Thank-you LetlerUnit I0 Recommendation
LettersChapter 4 Basic StepsUnit | Opening RemarksUnit 2 Ending the InterviewUnit 3 Extending Thanks
Through TelephoneUnit 4 Interview Follow-upUnit 5 Passing the InterviewUnit 6 Failing in the InterviewUnit 7
Accepting the JobUnit 8 Rejecting the EmploymentUnit 9 Contract and AgreementChapter 5 Frequently Asked
QuestionsUnit | Basic InformationUnit 2 Family InformationUnit 3 Education BackgroundUnit 4 Performance at
SchoolUnit 5 Reasons for LeavingUnit 6 Reasons for ApplyingUnit 7 Work ExperienceUnit 8 Achievements in
WorkUnit 9 Abilities and SkillsUnit 10 Qualification CertificatesUnit 11 Interests and HobbiesUnit 12 Character
and MoralityUnit 13 Strengths and WeaknessesUnit 14 Job ObjectiveUnit 15 Foreign Language LevelUnit 16
Computer LevelUnit 17 Expected RemunerationUnit 18 Warfare RequirementsUnit 19 Appropriate
QuestionsChapter 6 Defensive & Reactive MindsetUnit | ValuesUnit 2 Self-introdudionUnit 3 Information about
the CompanyUnit 4 Issue on Job-hoppingUnit 5 Experience of UnemploymentUnit 6 Tough QuestionsUnit 7
Taking the InitiativeUnit 8 Additional RequirementChapter 7 Typical Interview

Page 3



0000 O, tushu007.com
<«<O000000ds>>

goon

gobboooboupbDFODODDODOOOO0O0O0OO0OOOODOOO

0000000 :http://www.tushu007.com

Page 4



