Passage 1




Passage 2
6-10

6  First, shake hands with the interviewers to create a good impression.__ 7 Make
eye contact with the interviewers and thank them for inviting you. 8 Remember not to say
too much about yourself as most of your information is already in your resume. 9  Finally,
you should know when to close up. 10 You can even make it a bit humorous depending on

the interviewer’s response.
A. Answer questions in a short and clear way.

B. You have to appear to be confident.
C. Just highlight the important things or things you want to add.
D. Second, make a brief and clear self-introduction, which is very important.
E. Asuccessful interview includes the following things.
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A. Spring Festival shopping B. Chinese Dream

C. library card D. Internet security

E. online class F. student union

G. Dragon Boat Festival H. green food

. video talk J. natural disaster
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Dear sir/madam,

I’m writing to apply
Zhengzhou Daily newspaper

10

10

1 (to/for) the position of secretary which was advertised in the
2 (date/dated) 15™ April, 2021. | major in secretarial skills,

and I will 3 (graduate/gratuated) from Zhengzhou Technical college in July this year.
I have studied Chinese, English, computer science and other _ 4  (subject/subjects). | can
5 (skillful/skillfully). Last year, | worked as a part-time office assistant

use office software

for a company for four months. During those time | learned

6 (valuable/value) lessons.

I'm _ 7 (a/an) open and responsible person. 1 am good at _ 8 (deal/dealing) with

people. | enjoy challenges and communicating with people.

9 (Because/Though) I’m young

and still lack work experience, | believe I can learn new things quickly.
Please contact me at 66123456 or email me at liuxin@happylife.com.

Thank you.
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Yours __ 10 (sincerely/sincere),
Liu Xin




