Unit 6   Tips for a Successful Interview
面試成功的訣竅
教學目標

1.
本課讓學生了解面試所應注意的技巧以及正確的態度，以期在未來的升學或求職面試中脫穎而出，順利進入理想的學校就讀或是嚮往的企業中就職。

2.
學習並活用本課單字、片語，以及as Adv as possible/S + can/could和 + S1 + recommend/insist/demand/order + that + S2 + (should) V.... 的句型用法。

3.
透過會話，使學生學習用英文討論未來的夢想及願望。

4.
藉由本課課堂活動，讓學生認識英文履歷表的格式及內容要點。
教學時數分配

	節數
	教學活動
	教具或媒體

	第一節
	1. Warm-up

2. Reading ─ Paragraph 1-4
3. Vocabulary, Idioms and Phrases within
	朗讀光碟/教學資源光碟

	第二節
	1. Reading ─ Paragraph 5-8
2. Vocabulary, Idioms and Phrases within

3. Post-Reading Activities
4. Word Smart
	朗讀光碟/教學資源光碟

	第三節
	1. Grammar in Use

2. English Workshop
	教學資源光碟

	第四節
	1. Conversation

2. Listening Practice

3. Do It Yourself
	朗讀光碟/教學資源光碟



本課導讀

本課一開始先向讀者提出一個問題，接下來點出無論學生畢業後選擇繼續升學或是求職，面試都扮演著極關鍵的角色，因此，為面試提早進行準備非常重要。接著，下面一一列出如何在面試中脫穎而出的秘訣。

首先是「建立良好的第一印象」，包括提早到面試會場、穿著合適的服裝、坐姿端正、面帶微笑等細節重點。第二點為「事先做好準備」，包括查詢要申請的學校或前往應徵的公司一些相關背景資料、準備要詢問對方的問題等。第三點則為「練習自我介紹」，舉凡自己的教育背景、優點、先前的工作經驗等，都是在面試時必須自我展現的部分，應徵者可以在事前先自我演練如何表現自己的長才。再來亦要「展現良好的社交技巧」，應徵者如能在面試中表現自己的隨和個性與積極態度，必定能為面試加分不少。最後一點為「以舊經驗為師」，若是這次申請學校或求職不幸失敗，也要努力檢討面試時的表現，找出失敗的原因，才能成為下一次面試成功的基石。

本文期望能藉此五點祕訣，幫助學生輕鬆征服面試，同時激勵他們思考及規劃自己的未來計畫。
Warm-up
1. 本課課前活動列出10種情境，讓學生辨別哪些是適當或不適當的面試行為，以引導學生進入本課主題。

2. 進行活動時，教師可先請學生自行勾選答案後，再抽點幾個學生起來口頭回答。
Reading
	你中學畢業後想要做什麼呢？申請大學嗎？找個兼職或全職工作嗎？不管哪一種，你可能都必須去面試。你在面試中的表現狀況會決定你是否被學校錄取或是被企業僱用。因此，盡可能早點學習面試技巧是很重要的。


	


1­1 [How well you do in an interview] may determine [whether you are...company].
(1) How well...interview在此為名詞子句當主詞的用法，視為單數。例：

‧What you said means a lot to me.

(2) whether = if，表示「是否」之意，後面常接or not。whether在此引導名詞子句，作動詞determine的受詞。例：

‧Gina doesn’t know whether she should marry Steven or not.
1­2 ...learn interview skills as early as possible.
此為as Adv as possible的用法，詳細用法請參見本課句型解析一。
	這裡有一些祕訣，能助你確保有個成功的面試。


2­1 Here are some tips that may...interview.
“here + be動詞 + N” 表示「這裡有／是……」，be動詞的單複數視後面名詞的單複數而定。例：

‧Here is my English report.

‧Here are some homemade cookies for you.

若後面的名詞是代名詞 (如it、you、they等)，here則須先接代名詞再接動詞。例：

‧Here it is.
	1. 建立良好的第一印象

赴面試時，絕對不可遲到。如果可能的話，早幾分鐘到達面試地點。此外，確認你的穿著合宜，以顯示你認真看待此次面試。在面談中，將你的背部挺直而坐，並把雙腳平放在地上。試著對面談官微笑，且與對方眼神接觸。這讓你看起來真誠、有自信。現在，你準備好要回答面試官的提問了！


3­1 Never be late for an interview.
此句為祈使句，省略了主詞you，而never為祈使句的否定式；在祈使句中，表否定的never和do not (don’t) 等皆放在動詞前，表示對他人的命令或請求。例：

‧Never doze off in class again.
3-2 if possible表示「如果可能的話，如果辦得到的話」，可放句首或句尾。例：

‧I’ll call on you tonight, if possible.

→ If possible, I’ll call on you tonight.
3-3 make sure表示「確認」之意。例：

‧Make sure that you keep the medicine out of children’s reach.
3-4 ...sit with your back straight and feet on the floor.
	文法一點通

	with + O + OC

此句型為介系詞with接受詞和受詞補語的用法，用來附帶說明主詞和主要動詞的狀況。其後面的受詞補語除了本課提到的形容詞和介系詞片語外，還可用現在分詞、過去分詞等。例：
(1) 受詞補語為形容詞
‧Don’t talk with your mouth full.

(2) 受詞補語為介系詞片語

	‧Joe went into the office with a cup of tea in his hand.
(3) 受詞補語為現在分詞
‧Passengers should not get off with the bus moving.
(4) 受詞補語為過去分詞
‧Mike lay on the sofa with his eyes closed.

	2. 事先做好準備
常見的面談問題如下：「你對我們了解有多少？」或是「你為何想做這份工作？」。因此，盡可能預先多找些關於這個系所或這間公司的資料。能顯示你對這個科系或這間公司有廣泛認識的答案，就能展現你為面試進行充分準備。此外，在面試的最後，當被問及常見的結尾問題「你對我們有任何問題嗎？」，你也能夠詢問些好問題。


4­1 in advance為「事先，預先」之意。例：

‧Dora booked the plane tickets online in advance.
4­2 ...find out as much as you can about the department of company beforehand. 
此為as Adv as one can的用法，詳細用法請參見本課句型解析一。
4-3 ...when you are presented with the common last question....
sb be presented with sth表示「某人被正式給予或授予某物」。例：

‧The athlete felt very honored to be presented with the gold medal.
	3. 練習談談你自己

大多數的面試官都會要求面試者在面試一開始時先做自我介紹。因此，要準備好談論自己所受過的教育、優點，以及先前的經驗。建議你可以在網路上找到與這些話題相關的一系列問題。然後，試著在家裡練習回答，尤其像是「你最大的缺點是什麼？」或是「你如何應付你不喜歡的人？」等那類棘手的問題。


5­1 Most interviewers demand that interviewees introduce themselves at the beginning of an interview.
(1) 此為S1 + recommend/insist/demand/order + that + S2 + (should) V.... 的用法，詳細用法請參見本課句型解析二。

(2) introduce oneself (to sb) 表示「(向某人) 介紹自己」。例：

‧The new classmate introduced himself to the whole class.
5-2 ...prepare yourself to talk about your education, strengths, and previous experience.
prepare oneself to V/for N表示「自我準備……」。例：

‧The players are busy preparing themselves for the final game.
5-3 It is highly recommended that you find a list of questions [related to these topics] on the Internet.
(1) 此為S1 + recommend/insist/demand/order + that + S2 + (should) V.... 的用法，詳細用法請參見本課句型解析二。

(2) related to these topics為which/that are related to these topics省略而成的過去分詞片語，修飾先行詞a list of questions。
	4. 表現良好的社交技巧

在面試過程中，你的行為舉止、態度以及性格都會被仔細地觀察檢視。別認為只依靠教育程度、經驗和實際技能就足以成功。事實上，社交技巧通常被任何學校或是工作視為基本要求之一。切記面試你的教授或雇主預期看到一個好相處的人。因此，為了展現你能夠和其他人融入、合得來，盡你所能表現出友善和積極的一面。此外，當你在回答問題時，避免做出負面的評論。


6-1 In fact, social skills are usually considered one of the basic requirements for any school or job.
(1) in fact = as a matter of fact，表示「事實上」之意。例：

‧I rarely talk to Adam. In fact, I don’t like him.

(2) ...social skills are usually considered one of the basic requirements....
	文法一點通

	A is considered (to be) B

→ consider A (to be) B

→ view/regard/see A as B
此用法表示「A被視為B」，to be可省略。例：

‧Owls are considered (to be) wise in the stories.

‧We consider Roy (to be) the best leader.

‧Many people regard black cats as a sign of bad luck.


6-2 Keep in mind that the professors or employers who are interviewing you are expecting to see someone....
(1) keep in mind = bear in mind，為「記住，留心」之意。例：

‧Please keep in mind that it is everybody’s duty to protect the Earth.

(2) expect to V為「預期會……」之意。例：

‧The fans are waiting at the airport and expecting to see their favorite actor soon.

6-3 ...to show that you are capable..., try your best to appear friendly and positive.
(1) to show that... 為不定詞開頭的句子，表目的，可代換為In order to show that....。

(2) try one’s best = do one’s best = try one’s hardest，表示「盡全力，盡某人所能」之意。例：

‧Although the tennis player got injured, she still tried her best to win the match.

(3) appear + Adj表示「看起來……」或是「表現得……」之意；appear在此為連綴動詞，後面接形容詞。例：

‧David appeared confident during his speech.

6-4 ...avoid making negative comments when you answer questions.
avoid + V­ing表示「避免做……，防止……」之意。例：
‧Today, Ted went out early in order to avoid getting stuck in a traffic jam.
	5. 從你的經驗中學習

最後，無論你有沒有被錄取，試著從這次的經驗中學習。務必要回顧面試時發生的種種，並且找出你的優勢和劣勢為何。那樣一來，當你之後有另一場面試時，屆時你將能夠改善你的表現。


7-1 Be sure to review [what happened] during the interview and find out [what your advantages and disadvantages were].
(1) be sure to + V為提醒某人做某事的用法，表示「務必……，一定要……」。例：

‧Be sure to feed the fish before you go out.

(2) what happened在這裡用過去式表示發生的時間比review早；what為複合關係代名詞，可用the things which/that替換。例：

‧I don’t understand what you are saying

(3) what your advantages and disadvantages were為名詞子句，在此作find out的受詞。
	若你遵循上述的建議，必然會提高你在面試中表現良好的機會，並離你理想的學校或公司更進一步。祝你好運！


8­1 If you follow the advice above, you will surely enhance your chances of doing well in an interview....
(1) follow/take sb’s advice表示「遵從某人的建議」之意。例：

‧If you follow the doctor’s advice, you will get better soon.
(2) enhance/increase/improve the/one’s chance(s) of... 表示「增強……的機會」；相反詞為reduce/lessen the/one’s chance(s) of...。例：

‧Maggie thinks going to graduate school will enhance her chances of getting a better job in the future.
8-2 good luck = best of luck，表示「祝好運」，亦可用good luck to sb表示「祝某人好運」；而good luck in sth則是「祝某事順利」。例：

‧Good luck to you!

‧Good luck in your final exams!

	Cultural Note 資料增補

面試完全致勝守則

‧面試二大重點

1. 睡眠充足：面試時間平均30至40分鐘，甚至更久，加上出門前的準備、交通、面試前的自我穩定和檢查等，至少需要3個小時以上，因此充足的睡眠有助於面試時保持良好的精神狀態。

2. 提早到達：切記絕不能遲到，甚至可提早10至20分鐘到達，這樣才能讓自己更從容不迫。如果臨時因故須取消面試，也要提早通知應徵的公司，取得對方的諒解及容許更改日期的機會。

‧面試十大提醒

1. 有沒有記錯時間？跑錯地方？

2. 東西都帶齊了嗎？放在哪裡都知道嗎？

3. 服裝會不會太隨便、太邋遢？

4. 褲腳是否還在襪子裡？絲襪有沒有破？

5. 彩妝糊了嗎？汗水和油光都處理好了嗎？

6. 眼鏡和皮鞋擦乾淨了嗎？

7. 需要口香糖消除口中的氣味嗎？

8. 手機關了嗎？

9. 面試問題的內容和回答要點都還記得嗎？

10. 有沒有把煥發的精神與愉快的微笑掛在臉上呢？

‧面試六要六有

1. 姿勢、態度和行為要嚴謹，進入應徵地點後不要左顧右盼或問東問西，直接將你的來意告訴櫃台總機或相關人員，請他們替你轉達。自然的微笑可消除緊張、增添親和力，且要保持禮貌，多說「您好」、「請」和「謝謝」。進入面試處前應先敲門，主動和面試官打招呼，並禮貌詢問需不需要關門，等面試官入座後才坐下。不必主動與面試官握手，可先觀察對方再作反應，握手的力度適中即可。坐姿必須端莊自然，應避免翹腿、抖腳、托腮、雙臂交叉胸前或後躺於椅背上等。

2. 說話語氣和動作要穩健、有質感，談話時語氣和緩、音量適中、得體且有自信，也應目視發問者的臉，並適時以微笑或點頭回應。切勿東張西望、眼神游移，甚至打斷面試官，也不要囉唆地講個不停，應察言觀色，適時停止，更不可任意離題、妄加批判。此外，避免甩筆、歪頭、咬指甲、吐舌頭、撥領帶、玩頭髮或手插褲袋等小動作，這些訊息都會顯示出你是個專注力及定性不好的人。不善言詞的人也要努力讓對方瞭解你所表達的意思與能力，盡量不要緊張、退縮，用誠意彌補技巧的不足。面試完畢離去時，應從容起身，向面試官致謝，並微笑道聲「再見」。

3. 應對措辭和速度要誠懇、有效率，面試官發問後，須在5秒內開始回應，除非對方特別要求，否則最好在20秒至2分鐘之內回答完問題。應避免太多「嗯」、「對」、「好」、「啦」或「呢」等贅詞，也避免中、英文夾雜。不懂或答不出的問題須坦白承認，如果聽不清楚或不明白面試官的問題時，也應禮貌地請求對方重複。對於自己的優缺點要誠實以對，並視狀況強調相關長處。此外，主題和節奏應由面試官操控，千萬別因急著表現而搶話或插話！

4. 陳述相關經驗要有條理、自信，應將相關經驗具體化說明，並有條理地呈現如何策劃、執行、解決和學習的歷程，最好也能以數據呈現。可隨身攜帶作品、認證成績或相關資料，以作為具體的證明。

5. 展現個人能力要明確、有價值，明確地表達你的才華和能力，且應和你想申請的系所或應徵的職務相呼應，可用之前的社團活動或工作經驗來舉例說明。不必太過謙虛，應該掌握充分推銷自己的好機會，但不可因此誇大或說謊。領導、溝通協調及解決問題的能力是很重要的，你可以照實表現這方面的能力。絕不能說：我沒什麼特別的才能，不管如何也要找出自己的特長、技術與專業能力，將自己「行銷」出去。

6. 發表升學或工作期許要有自信，可直接詢問詳細的系所資訊或工作內容，並積極地發表你的學習目標、遠景計劃，展現正面積極的態度，釋放出你能很快進入狀況，並表達對求學或是工作與自我成長的期望，讓面試官覺得你值得信賴。

資料來源：http://140.114.42.11/job/freshman/1118980033-2648.htm


Post-reading Activities

III. Topics for Discussion 
第一題的答案可以在課文倒數第二段關於「從你的經驗中學習」的段落中找到。第二題則是要請學生思考其它需注意的面試事項，教師可請學生分組進行討論，最後請各組派代表，上台發表討論後的結果。
	課本練習參考解答
1. After an interview, interviewees should go over what happened during the interview and try to learn from the experience. They should find out their strong points and weak points in the interview in order to improve their performance in the next interview.

2. In addition to the tips mentioned in the reading, I think manners and quick reactions also play an important part in a successful interview. An interviewee must remember to greet the interviewer at the beginning of the interview and say “thank you” at the end. When answering and asking questions, an interviewee should speak politely. If asked a tricky question, he or she should be able to respond quickly and positively, instead of pausing awkwardly in the conversation. That way, the interviewee will make a good impression on the interviewer and have a better chance of being accepted by a school or hired by a company.


Vocabulary

I. Words for Production

1. graduate vi. 畢業
	字詞搭配

	graduate from...　從……畢業

graduate in...　取得……畢業學位

‧Lisa will graduate from college this June.

‧Simon graduated in Mathematics from the University of Oxford last year.


graduate n. [C] 畢業生

‧It is difficult for recent graduates to find a good job.

graduate adj. (僅用於名詞前) 研究所的

‧My sister is a graduate student now.
graduation n. [U][C] 畢業，畢業典禮

‧On my graduation day, I had dinner with my parents at a fancy restaurant.

2. college n. [C][U] 大學，學院　

同義 university
‧Professor Gilbert teaches English literature in college.

	字詞辨義

	在美國，college是指學生可以獲得學士學位的地方；university則是包含研究所，可授予學生學士或更高學位的地方。在英國，college則是讓年齡18歲以上的學生就某一學科或專門技術，接受訓練及取得資格證書的地方；若要獲得學位則須至university就讀。


3. hire vt. 僱用  同義 employ  反義 fire 
‧The store hired some part­time workers this summer.
	字詞搭配

	hire and fire　招聘和解聘員工

‧The manager has the power to hire and fire.


4. ensure vt. 確保，保證
同義 make sure, make certain
‧To ensure your safety, please fasten your seat belt during the flight.
‧The doctor ensured that the patient would get better day by day.

5. appropriately adv. 合適地，適當地
同義 suitably　反義 inappropriately
‧Mrs. Lin kept reminding her children to behave appropriately in public.
appropriate adj. 合適的，適當的

同義 fit, proper, suitable

反義 inappropriate, improper, unsuitable
	字詞搭配

	be appropriate for/to...　適合……的

it is appropriate (for sb) to V

(某人) 做某事很恰當

‧The blue suit is appropriate for a job interview.

‧I don’t think it is appropriate for you to go to the party without an invitation.


6. department
(1) n. [C] (科) 系，部 (門)
‧Josh is working in the fire department as a firefighter.
‧Emily is studying in the Department of Art of City University.

(2) n. [C] (賣場的) 部
‧Larry went to the menswear department to buy a tie.
7. display
(1) vt. 顯示，表現  同義 demonstrate, show

‧Mandy displayed a talent for dancing at a young age.

(2) vt. 展示，陳列  同義 exhibit

‧The best­selling books are displayed in the window of the bookstore.

display 

(1) n. [C] 陳列，展覽  同義 exhibition

‧There is a display of furniture in the trade center.

	字詞搭配

	be/go on display　展覽中

‧Many works of junk art are on display at the Taipei Fine Arts Museum now.


(2) n. [C] 表演  同義 show

‧My family enjoyed the fireworks display on New Year’s Eve.

8. broad
(1) adj. 廣泛的，各式各樣的  

同義 wide　反義 narrow

‧The students have a broad range of clubs to choose from in this school.

(2) adj. 寬的  同義 wide  反義 narrow

‧Johnny is strong and has very broad shoulders.

broaden 

(1) vt. 增長 (經驗、見聞等)

‧Traveling has broadened Tina’s horizons.

(2) vt.; vi. 變寬，使寬闊  同義 widen

‧The locals are hoping the government can help broaden the main road.

	字詞搭配

	demand (+ that) + S + (should) V...　要求……

demand sth of sb　要求某人……

‧The school demands that its students wear black leather shoes.

‧Gordon is very unhappy because his parents demand too much of him.


9. demand vt. 要求  同義 ask, request
‧The customer was not satisfied with the service and demanded to talk to the manager.

demand 

(1) n. [C] 要求，請求  同義 request

‧The doctor made the demand for a further checkup.

	字詞搭配

	meet/satisfy sb’s demands　滿足某人的要求

‧The company refused to meet its workers’ demands for higher pay.


(2) n. [sing.][U] (對產品或服務的) 需求 (量)

‧There is a huge demand for ice cream in summer.
	字詞搭配

	in demand　需求量大

‧This new hairdryer is in demand all over the world.



10. previous adj. (僅用於名詞前) (時間、順序) 先前的，以往的  同義 prior, former  
‧Pauline has a child from a previous marriage.
	字詞搭配

	previous to sth　在某事之前

‧Chris was a salesman previous to his present job.


previously adv. 以前，先前

‧Before Hannah took this job, she previously worked part­time at a convenience store.
11. recommend vt. 建議，推薦  同義 suggest

	字詞搭配

	recommend + V-ing　建議做某事

recommend sb/sth to sb　推薦……給某人

‧I recommend reserving a table at that restaurant beforehand because it is very popular.

‧The travel agent strongly recommended the package tour to us.


 recommendation
(1) n. [C] 建議，提議  
同義 advice, suggestion

‧The experts have made some specific recommendations for health care reform.

(2) n. [U] 推薦，介紹
	字詞搭配

	on sb’s recommendation　由於某人的推薦

letter of recommendation　推薦信

‧Luke bought this smartphone on his friend’s recommendation.

‧To apply to this university, Megan tried to get some letters of recommendation from her teachers.


12. topic n. [C] 話題，論題  同義 subject
‧My sister’s wedding has been the only topic of conversation in our family recently.
	字詞辨義

	topic、subject和theme都可用來指「主題，話題」；topic是指「多人之間共同的話題」，subject主要用在「談話、討論、藝術作品等的對象或題材」，而theme則是指「文章、作品或演講的中心思想」。



13. weakness
(1) n. [C] 缺點，弱點  反義 strength

‧All the strengths and weaknesses of this plan should be considered before we put it into practice.

(2) n. [U] 虛弱  反義 strength

‧The weakness in the old man’s legs has kept him in bed for a long time.
14. demonstrate
(1) vt. 表現，證實  同義 show, display

‧The survey demonstrated that single people often live more happily than married ones.

(2) vt. (親自) 示範，演示  同義 show

‧The speaker demonstrated how to design a chart with the new software.

demonstration 

(1) n. [C] 證實，說明

‧The successful campaign is an impressive demonstration of human rights.

(2) n. [C][U] 示範，演示  同義 demo

‧The manager will give us a product demonstration in the meeting.
15. sufficient adj. 足夠的，充足的

同義 enough　反義 insufficient
‧Medical care is not sufficient for the sick people in this village.
16. professor n. [C] 教授
	字詞辨義

	teacher泛指一般的老師，通常專門指稱中小學教師；大學或學院內的教師職位由低至高分別為instructor (講師)、assistant professor (助理教授)、associate professor (副教授) 和professor (教授)。


‧May’s goal is to be a biology professor at university after she gets a Ph.D.
17. capable
(1) adj. 有能力的，有才能的  

反義 incapable

‧After years of training, the police officer is capable of solving murder cases by himself.


(2) adj. 能幹的，足以勝任的

同義 skilled, competent  
反義 incapable 

‧Grace is a capable secretary, and her boss depends on her a lot.

capability n. [C][U] 能力，才能

反義 incapability

‧Some people are worried if Mr. Ford has the capability to lead the team.
	
字詞搭配

	within/beyond sb’s capabilities

在某人的能力之內/以外

‧The task is beyond my capabilities, so please ask someone else to do it.


18.
positive
(1) adj. 積極的，樂觀的  

同義 optimistic

反義 negative, pessimistic

‧Ken is always positive about the future.


(2) adj. 正面的，良好的  反義 negative

‧Try to think about some positive things in your life, and you’ll feel better.


(3) adj. (不用於名詞前) 肯定的，確信的

同義 certain

‧Charles is positive that Helen has a feeling for him.

19. comment n. [C][U] 評論，意見

同義 remark
	字詞搭配

	make a comment on/about sth

做出關於……的評論

‧The officials refused to make any comments about the election result.


comment vi.; vt. 評論，發表意見

同義 remark
‧Some experts commented on the mayor’s new policy.

‧Several literary critics have commented that the novel is inspiring and worth reading.
20. review vt. 回顧，複習
‧The doctor reviewed Donna’s medical records before he treated her.

‧This diligent student often reviews the lessons she has learned in school at home.


review 

(1) n. [C][U] 審核，審查  

同義 examination

‧There will be a review of the new employee’s performance after the first three months.


(2) n. [C] 回顧，複習

‧The students had a review of some important grammar rules in the English class today.


(3) n. [C] (對文章、電影等的) 評論

‧This new film has won very good reviews.
21. advantage n. [C][U] 優勢，有利條件

同義 benefit  反義 disadvantage 

	字詞搭配

	have the advantage of...　具有……的優勢

advantage over...　比……有利

be/work to sb’s advantage　對某人有利

take advantage of...　利用……

‧The school has the advantage of its great training program.

‧I believe that Tom will win the game because his past experience gives him an advantage over his opponent.

‧It will be to your advantage to take part in this activity.

‧We can take advantage of the weekend to clean up the house.


disadvantage n. [C][U] 劣勢，不利條件

反義 advantage

‧One of the disadvantages of the project is its small budget.
	字詞搭配

	at a disadvantage　處於不利地位的

put/place...at a disadvantage

使……處於不利地位

‧Those who applied for the job without a business background are at a disadvantage. 

‧The strengths of the new supermarket have put the grocery stores nearby at a disadvantage.


22. enhance vt. 提高，增進  同義 improve

‧The spice helped enhance the taste of the beef.

‧Hank keeps enhancing his computer skills so that he can work in the computer industry one day.

II. Words for Recognition
1. full­time adj. 全職的　反義 part­time
‧Vera used to be a teacher, but she is now a full­time housewife.
4. interviewee n. [C] 面試者，受訪者
	補充

	部分動詞於字尾加 “-er” 表示「動作的施加者」，加 “-ee” 則表示「動作的接受者」；如本課的interview加上 “-er” 成為interviewer (面試官)，加上 “-ee” 則成為interviewee (受訪者)。其他的例子尚有：

employer (雇主) ←→ employee (受雇者)

examiner (主考官) ←→ examinee (應試者)

payer (付款人) ←→ payee (收款人)

trainer (教練) ←→ trainee (受訓者)


III. Idioms and Phrases
1. either way　不管哪一種，無論如何
‧I don’t care if the boy broke the window carelessly or on purpose. Either way, he should be punished.
2. take...seriously　認真對待……　

同義 take...easy
‧Emily always takes everything seriously, so she lives a stressful life.
3. as follows　如下 (用於介紹細節)
‧The winners are as follows: Judy, Frank, and Ariel.
4. deal with　
(1) 應付，處理

‧The government needs to have a more efficient way to deal with the problem of poverty.

(2) 涉及，論及

‧Craig’s report mostly dealt with teenage behavior.

(3) 渡過 (痛苦、悲傷等)

‧Sue had a difficult time dealing with her father’s death.

(4) 和……做買賣

‧This international company is one of our best business partners. We have dealt with it for many years.
5. get along (with sb)　(與……) 和睦相處，(和……) 相處融洽  

同義 get on (with sb)
‧It’s difficult to get along with John because he is very rude and selfish..

6. fit in
(1) 合得來，適應

‧Billy is an easygoing person and can fit in with new friends in a short time.
(2) 相容，適合

‧The local people don’t think a skyscraper fits in with the old town.

(3) 容納，裝得下

‧Since Carol’s car can fit us in, we can go to the shopping mall together.
統測試一下

(　) 1. One of the ______ of watching TV is that you can get a lot of information in a short time. 【98】

(A) devices

(B) visitors

(C) attendants

(D) advantages

(　) 2. After many years of extensive research, Taiwanese computer companies have upgraded their quality. 【95】

(A) polite

(B) deep

(C) secret

(D) broad

(　) 3. In a traditional Chinese family, children have to give back their family in return for the previous support. 【93】

(A) little

(B) curious

(C) main

(D) former
	參考解答

1. D　2. D　3. D



Grammar in Use

	1. as Adv as +  possible

S + can/could


本句型為副詞比較的延伸句型，表示「盡可能……，越……越好」之意。教授此句型前，教師可先幫學生複習原級比較的概念：通常句子中的動詞為be動詞或連綴動詞時，使用形容詞原級比較；而動詞為一般動詞時，則用副詞原級比較。此外，第一個as為副詞用法，用以修飾其後的形容詞或副詞，第二個as則為連接詞。例：
‧The shy girl is as quiet as a mouse.

‧This building is as tall as that one over there.

‧Hannah walks as slowly as an old lady.

‧Andy sings as well as a professional singer.

學習本句型時，教師可提醒學生句型中的副詞須用原級且後面的代名詞須與主詞一致。例：
‧You need to study as hard as possible.
→ You need to study as hard as you can.

‧The runners tried to run as quickly as possible.
→ The runners tried to run as quickly as they could.
練習多一點
根據句型和提示字，完成下列句子。
1. Victor tried to swim ____________________ (fast/can) to win the gold medal.
2. It’s better to make preparations for the event ________________________ (early/possible).
3. Although the customer was very picky, the clerk still dealt with her _________________
(politely/can).

4. Rita promised to give me a reply __________
(soon/possible).

5. There is not much time left, so please express your ideas ________________ (simply/can).

6. The busy businessman tried to stay with his children ___________________ (often/can).

7. Upon receiving the report, the firefighters rushed to the burning building ___________
(quickly/possible).
	參考解答

1. as fast as he could

2. as early as possible

3. as politely as he/she could

4. as soon as possible

5. as simply as you can

6. as often as he could

7. as quickly as possible


	補充資料

	工作面試常見的問題及應答策略

每次去面試的時候，腦筋都一片空白？等到走出辦公室，又發現其實每次面試遇到的問題都差不多？面試者應該在面試前先預演一遍，針對面試官可能出的題目事先想好答案，才能發揮出百分百的實力！以下是7個最常見的面試問題：

1. 談談你自己

這句話的意思是，在進入細節前，請你大致說明你過去的工作經驗。這個問題其實不是要你談你的私生活，你可以準備一分鐘的內容，點出自己目前在職涯上的位置、擅長的領域，並把重點放在上一份工作。

2. 這份工作吸引你的地方在哪裡？

你的答案要專注在工作角色與工作內容最吸引你的地方，因此，不要談到薪水、福利、通勤時間短等和工作內容無關的事項，否則可能會讓面試官留下你對工作本身不是很有熱忱的印象。要記住主管想找的是樂於工作的人，也就是能專注在工作本身，而非工作之外的好處的人。

3. 你為何想離職／離開上一份工作？

一般求職者的模範回答是：因為想要尋找新的挑戰。但只有在你很清楚你應徵的工作能給你什麼挑戰，以及這些挑戰是你目前或上一份工作無法提供的時候，這個回答聽起來才有真實性。你也可以回答你打算搬家、公司財務狀況不穩定等等，但千萬不要抱怨你的主管和同事。

4. 你為何能勝任這份工作？

這是你表現自己的好機會，如果連你自己都無法說明你為何應該得到這份工作，更別說是面試官了。你應該好好準備這個問題，強而有力的回答包括陳述你的專業技能和過去的實績，並將之連結到你要應徵的職缺。

5. 說說你當時 (某段工作經歷) 的狀況

好的面試官會看你的履歷並仔細詢問內容。舉例來說，面試官會要求你告訴他關於起草專案、面對難纏的客戶、為客戶解決問題的實際案例。盡量事前想好，免得面試時一時想不到實際案例。此外，你也須考慮這份職缺所需要的能力以及可能遇到的挑戰，然後再思考過去的經驗中，有沒有可以用來當作未來你有足夠解決問題能力的證明。在回答時，你應該提到你當時的挑戰為何、你怎麼處理，以及最後的成果。

6. 如果你得到這份工作，前三個月你會做什麼？

面試官想知道你如何設定目標，有沒有足夠的野心但不至於不切實際。你應該表明在做出任何決策之前，你需要時間了解團隊、目前的工作方法，並找出有待改善的地方，回答也最好具體一點。

7. 你期待的薪資範圍？

求職者一定會被問到這題，但大部分的人都沒有充足的準備。如果你沒有事先研究，你可能會得到遠低於你能得到的薪水。因此，一定要調查市場上這份職缺的薪資水平，不要讓不好意思談錢的心態阻礙你為自己談判。

資料來源：http://www.managertoday.com.tw/articles/view/38816


	2. S1 + recommend/insist/demand/order + that + S2 + (should) V....


此句型表示「建議、堅持、要求或命令某人做某事」，that子句中的should常被省略。例：
‧The hotel recommends that guests (should) make reservations two weeks ahead.
‧My mom insisted that I (should) finish my breakfast before I went to school.
‧The judge demanded that the man (should) be given the right to express his own opinions.
‧The boss ordered that the work (should) be finished today.

此外，that子句若為否定句，省略should時，not應該放在動詞前面。例：
‧Lucy demanded that her husband not smoke any longer.
	補充

	其他常用於此句型的動詞尚有：suggest、advise (建議)、command (命令)、propose (提議)、request (請求)、require (要求) 和urge (極力主張) 等。例：
‧The zoo​keeper advised that all visitors (should) not feed the animals in the zoo.

‧The king commanded that the man (should) be set free immediately.

‧The workers proposed that the meeting (should) be held tomorrow.

‧Lily requested that Sally (should) keep the secret for her.

‧The school rules require that all the students (should) go to school in uniform.

‧My friends urged that I (should) take this job.


練習多一點
A. 根據句型，選出正確的答案以完成句子。
(　) 1. Mrs. Lin demanded that the air conditioner ______ today.

(A) repair
(B) be repaired
(C) repaired

(　) 2. The chef recommended that the customers ______ the roast beef.

(A) try
(B) tries
(C) trying

(　) 3. Carol insisted that her brother ______ her computer.

(A) use not
(B) don’t use
(C) not use

(　) 4. The old man often suggests that young men ______ hard when they are young.

(A) work
(B) working
(C) be worked

(　) 5. Doctors advise that people ______ too much fast food.

(A) had
(B) to have
(C) not have
B. 根據句型，改寫下列句子。
1. “You should return the books by next Tuesday,” the librarian demanded.

→                                     
2. “You should stop working and take a break,” my wife insisted.

→                                    
3. “All of the students should not chat during the class,” the teacher ordered.

→                                    
4. “You should not drink too much coffee,” Peggy advised.

→                                    
5. “You should bring your umbrellas with you today,” the reporter suggested.

→                                    
6. “Cats and dogs shouldn’t be washed every day,” the vet advised.

→                                    
	參考解答

A.

1. B　2. A　3. C　4. A　5. C

B.

1. The librarian demanded that I (should) return the books by next Tuesday.

2. My wife insisted that I (should) stop working and take a break.

3. The teacher ordered that all of the students (should) not chat during the class.

4. Peggy advised that I (should) not drink too much coffee.

5. The reporter suggested that we (should) bring our umbrellas with us today.

6. The vet advised that cats and dogs (should) not be washed every day.


	補充資料

	求職7不原則

無論是尋找工讀或正職工作，現今的求職陷阱相當多，因此前往求職面試時，應堅守「7不原則」：

1. 不繳錢：不繳交任何不知用途的費用。

2. 不購買：不購買公司以任何名目要求購買之有形或無形產品。

3. 不辦卡：不應求職公司之要求而當場辦理信用卡。

4. 不簽約：不當場簽署任何文件、契約。

5. 不離身：身份證及信用卡隨身攜帶，不交給求職公司保管。

6. 不飲用：不飲用酒類及他人提供之不明飲料或食物。

7. 不非法工作：不從事非法工作或於非法公司任職。

資料來源：http://media.career.com.tw/epaper/member/990524/rich_edm1/rich_edm1.html


English Workshop

I. Preparing a Résumé
1. 本活動讓學生認識如何撰寫英文履歷表，無論是要申請學校或是求職，一份好的履歷表往往扮演著重要的角色，因此學生須好好學習如何幫自己量身打造專屬的履歷表。

2. 一般來說，履歷表主要分為以下幾個部份，教師可一一跟學生講解：

(1) 聯絡方式 (contact number, address, and e­mail)：英文履歷開頭處不必加上Résumé或CV (curriculum vitae) 等字樣，也不須另加標題，直接把自己的姓名放在最上方即可。個人資料部份必須有姓名、住址和聯絡電話等，若有電子郵件信箱亦可列出。姓名拼音可參考護照，而地址則可參考中華郵政全球資訊網的中文地址英譯。

(2) 教育程度 (education)：呈現的內容以時間由近到遠的順序排列，較高的學歷列在前面，在職學生可以直接寫出目前就讀的學校。如果是畢業生，可列出取得學位的日期，也可列出就讀的起訖日期，例如：2013-2016 Dadong Vocational High School。日期部份可以放在該項最前面，也可以放在最後面，只要整個段落統一即可。

(3) 曾獲得的獎項或榮譽 (awards and honors)：這裡可列出個人在求學或工作生涯中曾獲得的重要獎項；與升學或求職工作相關的部份可優先列出，以讓面試官肯定你的能力，並對你留下深刻印象。

(4) 在學校曾參與過的活動 (school activities)：這個部份主要列出在學校曾經參與過的重要活動或是個人的休閒興趣。面試者如有參與過學校社團、各項比賽或是擔任義工等，皆可在此列出，因為這可顯示你勇於嘗試、學習各類活動，且有正面積極的人生觀。這個項目的內容除了讓面試官了解求職者的個性之外，也可在面談時提供話題。

(5) 技能 (skills)：電腦能力方面，建議列出會操作的軟體名稱，語言能力則最好能附上英檢或是多益等測驗的成績。

(6) 工作經驗 (work experience)：這個部份建議從最近的工作經驗往前回溯，重點可放在最近一次的職務內容與現在所應徵工作之間的關連上。若你是經歷較少的求職者，也可將其他相關的經驗提出來，以讓面試官了解你所擁有的工作經驗和資歷。

(7) 推薦函 (references)：通常註明available on request即可，表示如果有需要，可提供推薦函或推薦人的聯絡方式之意。
II. Creating Your Own Résumé
1.
進行此活動時，教師可先請學生瀏覽課本上列出的問題，並試著針對自身經驗填寫回答。

2.
接著教師可影印以下表格，請學生根據上面的答案，製作一份自己的簡易英文履歷表。
	Name:                                
Address:                              
Telephone No.:                         
E­mail Address:                       

	Education: 

	Awards and Honors: 

	School Activities: 

	Skills: 

	Work Experience: 

	References: 
Available on request


Conversation
	凱蘿與艾倫正在討論高職畢業後對未來的計畫。 (C = 凱蘿，A = 艾倫)

C：你決定畢業後要做什麼了嗎？

A：是的，我想要上大學繼續深造。

C：你想要申請哪個科系啊？

A：觀光系。我一直都想當個導遊。

C：很不錯的選擇。當導遊非常適合你。

A：謝謝。那妳呢？妳中學畢業後要做什麼呢？


	


1. Have you made up your mind about what to do after you graduate?
(1) make up sb’s mind about... = set sb’s mind on...，表示「某人下定決心……」。例：

‧James has made up his mind about being a lawyer in the future.

(2) what to do為what you should do簡化而成的名詞片語，在此作受詞。例：

‧Do you know what to do during an earthquake?
2. nice choice = good choice，表示「不錯的選擇」，用以表示贊成或肯定。例：
‧A: I’d like to buy this purse.

B: Nice choice. It is one of the best in our store.
	C：由於我喜歡烘焙與裝飾蛋糕，畢業後我想找份甜點師傅的工作。

A：哇！我可以想像有一天妳成為專業甜點師的模樣。

C：那是我最大的心願，但是我需要先取得一些證書。

A：妳要如何取得需要的證書呢？

C：我必須要通過一些考試。事實上，我已經報名了一個相關的課程。

A：做得好！我也在考慮要儘早取得成為專職導遊的執照。

C：祝你好運。我們一起努力讓我們的夢想成真吧！


3. dessert chef指的是「製作甜點與蛋糕的師傅」，為近年來相當受矚目的職業，有不少人投入這項行業。專業的甜點師傅除了必須具備食品相關的綜合性知識外，還得依據日式或西式甜點的種類而有不同的技巧，且必須正確掌握這些技術，才能每次做出品質一致的甜點。同時，甜點師也要具備裝飾糕點的技巧與靈感，擁有開發出創意新甜點的能力。有興趣從事此行業者可就讀餐飲相關科系，習得甜點技能，再到甜點專賣店或飯店、餐廳的糕點部門等進行實習，或到國外 (如法國) 繼續深造。此外，若能通過檢定考試、取得執照，亦大有幫助。

4. I’ve already signed up for a related course.
sign up for...表示「報名……」之意。例：

‧Before you sign up for the course, you can visit its website for more information.
5. Good for you.
good for + sb用來表示說話者對於對方所做的事 (通常是好事) 或所說的話感到開心，也有贊同對方之意。例：

‧I heard that Ellen has found a full­time job. Good for her!
6. ...make our dreams come true!
come true表示「(夢想、願望) 實現，成真」。例：

‧After many years of hard work, my dream of becoming a doctor finally came true.
	補充資料

	撰寫英文履歷表的葵花寶典

英文履歷和中文履歷的表現方式略有不同，整體而言，一份能夠積極展現個人特色、優點以及潛力的英文履歷比較容易得到主試者的青睞。不過要注意的是，過分誇張賣弄的語氣還是少用為妙。以下為英文履歷表的基本原則：

1. 勇於表現個人風格、不拘泥形式

英文履歷基本上沒有所謂的固定形式，求職者必須衡量自身以及職務需求，撰寫最能突顯個人優勢的內容，並且設計能表現個人風格特色的樣式。履歷表本身的整體獨創性往往也會是列入評分的項目之一。

2. 內容以條列編排為最高原則

面試官每天要看的履歷可能超過上百封，停留在一份履歷的時間頂多不超過20秒的時間。因此，建議將履歷表的內容以條列方式呈現，讓面試官在短時間內便能馬上抓住這份履歷的重點。

3. 精簡扼要的內容

一份厚厚的履歷對忙碌的人事主管而言是個可怕的夢魘，因此，盡量將內容控制在1到2張A4紙的範圍內，務必以不超過兩張A4紙為原則，並多費一點心思設計版面及撰寫內文。

資料來源：http://140.114.42.11/job/freshman/996549885-2128.htm


Listening Practice

本課聽力單元練習全民英檢中級聽力的「簡短對話」題型，題目內容與本課字彙或片語相關，教師可先請學生瀏覽題幹選項，再播放題目，以便學生迅速抓到關鍵字作答。
	聽力腳本

1. M: What do you want to do in the future?

W: I want to be a dentist. How about you?

M: Well, I want to be a chef. I love cooking.

W: I’m sure that you will be a great chef one day.

Q: What are the man and the woman talking about?

2. W: Would you like to become a professional basketball player after graduation?

M: No, I’ve decided to get a job as an engineer.

W: That’s too bad. You are an excellent basketball player.

M: Well, basketball is just a hobby for me.

Q: What has the man decided to do?

3. M: I wish that I could be more like you. You always know how to get along well with others.

W: You have your own advantages, too. For example, you’re good at dealing with problems.

M: Oh, I guess you’re right. I should have more faith in myself.

W: That’s the spirit!

Q: What is the woman talking about?

4. M: What do you plan to do this summer vacation?

W: I want to take a trip to Japan, but I don’t have enough money yet.

M: So, I guess you’ll keep on working part-time at the café.

W: Yeah. It’s the only way I can save enough money for the trip.

Q: Which statement about the woman is true?

5. M: It’s always been my dream to study at a university in the United States.

W: That would be great, but you’ll need to finish high school here first.

M: Of course. I’ll need to get my parents’ permission as well.

W: Good luck!

Q: Which statement about the man is true?



課後練習難題解析
I. Vocabulary

3. mine為所有代名詞，在此表示my classmates；used to為「過去時常」之意。

4. point out為「指出，告知」之意。
II. Filling in the Blanks
1. expect to V 為「預期會……」之意。

2. sb be presented with sth表示「某人被正式給予或授予某物」。

3. be late for... 表示「……遲到」。

4. in advance 表示「事先，預先」。

5. be capable of 表示「有能力……」。
III. Multiple Choice

1. avoid + V­ing 表示「避免做某事」，故選(D)。

2. 這是關係子句which were related to... 省略而成的過去分詞片語，故選(C)。

3. appear在此為連綴動詞，後面可直接接形容詞，表示「看起來……，表現得……」之意，故選(B)。

4. 此為 S1 + recommend + that + S2 + (should) V.... 的用法，故選(A)。

5. 從後面的he could可推知這裡是用as Adv as one could的句構，故選(A)。
相關網站
1. https://www.104.com.tw/area/freshman/book/article/category/interview

(104人力銀行—社會新鮮人)

2. http://www.cheers.com.tw/article/article.action?id=5068092

(面試成功6眉角，和你想得不一樣)

3. http://www.1111.com.tw/zone/school_fresh/article.asp

(1111人力銀行—社會新鮮人)

4. http://biginterview.com/blog/interview­questions­answers

(Interview Questions & Answers)

5. http://www.livecareer.com/resume­examples

(Free Resume Examples)
相關影片
1. The Devil Wears Prada《穿著Prada的惡魔》(2006)

2. The Pursuit of Happyness《當幸福來敲門》(2006)

3. Rocket Singh: Salesman of the Year《年度推銷員》(2009)

4. Idiots《三個傻瓜》(2009)

5. Exam《殘酷考》(2009)

6. The Internship《實習大叔》(2013)

7. The Intern《高年級實習生》(2015)
	補充資料

	英文面試系列：60秒自我介紹—決勝負的電梯說話術

電梯說話術在英文稱為elevator pitch，它原本指的是一種說話技巧，讓一個人在很短的時間內，與對方打開一個話題，使對方感興趣，甚至到走出電梯後，還想要繼續延伸對話。雖然稱為電梯談話，但其實這種技巧不只可用在電梯裡，排隊買咖啡、兩個人一起從一個房間走到另一個房間，甚至是在廁所中碰到都可以使用。其重點就是必須在30-60秒內提出簡明扼要的資訊，讓對方對你產生興趣。

善用電梯說話術也能對面試大有幫助。在面試期間或等待面試時，你很可能會遇到面試官、西裝筆挺的大人物，或是其他職員，這時候就要把握機會把自己介紹出去，讓他們對你留下深刻的印象。以下為運用電梯說話術準備面試的技巧：

1. 列出想說的重點

一般有五項：Who are you? (出生地和學經歷)、What do you do? (以前或目前的職業、專長)、What are you looking for? (應徵的理由)、What are you good at? (自己的強項) 和What can you offer? (可提供的貢獻)。

2. 刪掉不重要的細節，讓句子更緊湊

如果一句話就講得完的內容卻被分為好幾句，這樣別人會覺得你講話沒有條理，浪費他的時間，所以必須要針對重點長話短說。

3. 分配時間

因為要在30-60秒之內完成，所以在練習時要分配一下每個部分所花的時間。例如：Who are you? (5秒)、What do you do? (5秒)、What are you looking for? (5秒)、What are you good at? (15-20秒)、What can you offer? (15-20秒)，概略地分配時間，可以有效掌握你的節奏。

4. 念出來練習

在心中默念跟實際開口念出來的效果完全不一樣，逐字念跟帶有表情說出來的效果也不相同。講英文的時候應該是有分音調高低和快慢的，且須多多練習才熟能生巧，千萬別認為練個一兩次就可以上戰場。

5. 準備兩個不同的版本

想像一下，今天你在一個房間面試，先跟面試官做了自我介紹，幾分鐘以後，另一位面試官走了進來，你只好再自我介紹一次。為了避免兩次的自我介紹一模一樣，在面試出發之前至少要準備好兩個版本，亦方便應付各種突發狀況。

研究顯示，人與人見面的第一印象，建立於第一次見面的最初十秒鐘。之後一分鐘之內的交談，影響了這兩個人是否能建立起新的關係。所以在面試場合，一定要把握這關鍵的60秒。即使時間短暫，只要你抓緊訣竅，也能在一分鐘內精簡的介紹自己，並讓對方對你有好印象！

資料來源：http://www.essaycrafter.org/evon¬writing/elevator¬pitch¬self¬introduction/


	習作簿解答

I.
1. department
2. demand

3. previous
4. comments

5. positive
6. sufficient

7. topics
8. graduation

9. appropriately
10. capability
II.

1. B　2. C　3. C　4. A　5. A
III.

1. D　2. A　3. D　4. B　5. C
IV.

1. A　2. C　4. D
V.

1. B　2. D　3. C
VI.

1. The boss ordered that his secretary deal with the emails immediately.

2. Ms. Lin insists that all the cell phones be turned off in her class.

3. Joseph opened the door as quietly as he could.

4. I suggested that Dean make a request as politely as possible.

5. The expert recommended that every child (should) learn to play a musical instrument.
VII.

1. gets; along; with

2. fit; in

3. Either; way

4. 如果你想得獎的話，你最好更加認真看待訓練。
進階閱讀
1. B　2. C　3. D　4. D　5. D
隨堂手寫習題
I.

1. professor; sufficient; comments

2. department; graduates

3. appropriate; display

4. positive; capability

5. recommended; demanded; topic
II.
1. The salesman is demonstrating how to use the oven as clearly as he can.

2. The racer tried to drive his car as fast as possible.

3. Please reply to this wedding invitation as soon as possible.

4. The new owner of the house insisted that the old couch (should) be removed right away.

5. Janet ordered that her two sons (should) take turns doing the dishes.
III.

1. 在面試當中，和面試官有眼神接觸被認為是有禮貌的。

2. Allen發現要與鄰居們和睦相處很容易。

3. Dressing appropriately can make a good first impression.

4. The things (that) I will/am going to buy tomorrow are as follows: milk, bread and ice cream.

5. Tony’s weakness/disadvantage is that he never takes anything seriously.
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