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XX-X-X  XXXXX-city, Chiyoda-ku, Tokyo, Japan 100-6328
Home: 03-XXXX- XXXX    Mobile: 090-XXXX-XXXX    E-mail: XXXX_XXXX@gmail.com	Comment by makiko.onda: まずはコンタクト先を記載。
会社のメールアドレスの使用は厳禁。個人アドレスをお持ちでない方は、Gmailなどのフリーアドレスを活用するのもいいでしょう。
連絡先以外の個人情報（誕生日や国籍、結婚歴など）は基本的には不要です。


Objective	Comment by makiko.onda: Objectiveには、志望職種を簡潔に記載。
Ｉなどの主語を使用した長文は避ける。
To obtain a position as a sales manager within HR industry.


Summary	Comment by makiko.onda: 3~4行で経歴概要を簡単に記載。
経験年数を記載することも多い。
経験の要約だけでなく、自身の能力（語学力など）についても記載すると良い。
例：
Excellent oral and written communication skills in English and Japanese.
· Over 10 years’ experience in direct solution sales for the Enterprise and Public sectors. 
· Known HR industry in Japan well.
· Ability to design and develop services that satisfy client requirements.
· Experienced at managing project team members as a project leader.
[bookmark: _GoBack]

Career History	Comment by makiko.onda: 経歴が近いものから記載していく。
なお、社内異動の際は最初に社名、所在地、合計在籍期間を記載し、その後、新しいものから順に担当部署や職務,および任務期間を記載。
例：
Intelligence, ltd., Tokyo, Japan					Sep 2008 – present
Sales Manager, Recruiting Consultant division    Apr. 2012-present

職務内容は現在担当している職務であれば、実績や功績などを除き現在形で表記。
例：
Administrative Assistant　Sep 2008- Mar.2012

職務内容は過去のものであれば、全て過去形で表記。


Intelligence, ltd., Tokyo, Japan					Sep 2008 – Present
Career Division: Recruiting Consultant

Sales Manager
· XXXXXXXXXX
· XXXXXXXXXX
· XXXXXXXXXX
· XXXXXXXXXX
· XXXXXXXXXX
(need more --- if you are working here for 6 years, there should be 6 years’ worth of duties / experience / examples)
· 

Achievements:	Comment by makiko.onda: 在籍した企業での成果を記載。
· Achieved XXX million yen against 2008 Target of XXX million yen (Achieved XXX%)
· Achieved XXX million yen against 2009 Target of XXX million yen (Achieved XXX%)
· Achieved XXX million yen against 2009 Target of XXX million yen (Achieved XXX%)
· Achieved XXX billion yen against 2010 Target of XXX billion yen (Achieved XXX%)
· Achieved XXX million yen against 2011 Target of XXX million yen (Achieved XXX%)
· Achieved XXX million yen against 2012 Target of XXX million yen (Achieved XXX%)
· Achieved XXX million yen against 2013 Target of XXX million yen (Achieved XXX%)
Japan Recruitment Service, Tokyo, Japan				Apr 2005 – Aug 2008
Sales Division

Solution Consultant
· XXXXXXXXXX 
· XXXXXXXXXX
(Same comment as above)

Achievements:
· Achieved XXX million yen against 2005 Target of XXX million yen (Achieved XXX%)
· Achieved XXX million yen against 2006 Target of XXX million yen (Achieved XXX%)
· Achieved XXX million yen against 2007 Target of XXX million yen (Achieved XXX%)
· Achieved XXX million yen against 2008 Target of XXX million yen (Achieved XXX%)


Tokyo Job Search, Tokyo, Japan					Apr 2001 – Mar 2005
Direct Sales Division for Enterprise

Recruitment Advisor
· XXXXXXXXXXX
· XXXXXXXXXXX

Achievements:
· Won President’s Award for Customer Service in 2003 and 2004 
· Achieved XXX million yen against 2002 Target of XXX million yen (Achieved XXX%)
· Achieved XXX million yen against 2003 Target of XXX million yen (Achieved XXX%)
· Achieved XXX million yen against 2004 Target of XXX million yen (Achieved XXX%)


Education	Comment by makiko.onda: 特筆すべき成果があれば追加で記載。
学歴は新しいものから記載し、学位は太字にして強調。
なお、大卒の場合は高校の学歴の記載は不要。
University of Kanto							Apr 1997 – Mar 2001
Bachelor of Economics


Qualifications	Comment by makiko.onda: 語学、IT技能、資格などを記載。
運転免許は業務で主に使用しない場合は記載しない。
· TOEIC 850 (2005)
· IBM PC, Ichitaro, Lotus 1-2-3 and PCA Kaikei. Word, Excel, Power Point
· Nissho Bookkeeping 2nd grade

