大学英语四六级历届考试写作真题范文
How to Succeed in a Job Interview

(CET4&6 2001.1)

1. 面试在求职过程中的作用。
2. 取得面试成功的因素：仪表、举止谈吐、努力、专业知识、自信、实事求是……

Nowadays, in an ever-tighter job market, great importance has been attached to an interview by both the employer and the applicant. The interview has become indispensable for getting a satisfactory job. On the one hand, the interviewer can take advantage of the occasion to learn about the candidates, such as their work experiences, education and their personalities, so as to pick out the right candidates for the company. On the other hand, the interviewee can make use of the opportunity to get to know the job he is going to take up, the credibility of the firm to which he has applied, and the working conditions as well.

Essential as it is, the job interview is far from fearful. Well begun, half done. Excellent performance in it will enable the would-employee to secure the job. But how can one succeed in it? First of all, the interviewee has to pay attention to his appearance. Though we can never judge a person by his appearance, the first impression is always where we start. Secondly, good manners are equally important. The interviewee has to be neither too proud nor too timid. Just be courteous. Thirdly, the interviewee must demonstrate his aptitude and skills for the job and knowledge about the job-related areas; he must express himself clearly and confidently. Last but not the least, the interviewee ought to be honest about his or her personal as well as academic background, for honesty is the best policy.

To sum up, the job interview is indeed important. There is no need to be nervous; however, if the interviewee has made full preparations for it and given a fairly confident and honest performance, his or her success can be ensured.

A Letter to a Schoolmate (CET4&6 2002.1)

1. 表示欢迎。
2. 提出对度假安排的建议。
3. 提醒应注意的事项。

June 23, 2001

Dear Xiao Wang:


I am so happy when I heard that you would join us during the coming holiday and my family also expressed their warm welcome. Now I am counting the days until the arrival of the happy days. I am sure you will also have the same feeling.


Nevertheless, it is better, I guess, to make a detail plan ahead so as to make our holiday more enjoyable. Anyway, my parents suggest showing you around for the first two days and then going to the nearby mountainous resort for hunting, swimming and picnicking. I clearly remember you once told me you were a good hunter and you also liked swimming and picnicking. The last day, in my opinion, should be spared to have a good rest so that we can feel fresh enough to attend the following classes. Do you like the plan or have you had your own? I am look forward to knowing what is in your mind.


By the way, please have an overcoat with you because now it is still a bit cold here and ring me up when you decide when to come so that I can pick you up at the station. 

Yours,

Zhang Ying

