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NAME: Hanako YAMADA e
ADDRESS: 123 ABC Road, London W3 2EU EE T LA
TEL/Email: 020 4444 1111/ tenshoku@abc.co.jp ET DfEsE AR,
VISA: Tier 5 (YMS) visa holder until 31/10/2022 g e
LANGUAGE: Mother tongue Japanese, fluent English (TOIEC 750) PN, PCAFIZ—AT
PC SKILLS: Microsoft office (Word, Excel Pivot table, PowerPoint), SAP, Typing 45wpm g Scs=sshEL &£ S,
EDUCATION

April 2007 - March 2011 ABC Central-Tokyo University, Tokyo, Japan

Bachelor of Law HAERFIEL L., ABEEAT ! |

QUALIFICATIONS

e |ELTS 6.5in 2019

TOIEC 750 in 2018 BRHEDERZEZTFTLUL D,
e  Secretarial Skill Proficiency Test

EXPERIENCE
April 2016 — August 2020 R (PREME). BDF5HAR. ABC International Company, Tokyo, Japan
Administrative Assistant Bt T EROPHELEEREI T8, L

. Answering all incoming calls and taking messages as required o _ e
. Meeting and greeting all visitors in a friendly and professional manner /BT ETEOKN LI < BATETES
. Diary and outlook inbox management HUT, TWECERUTCHELED !
. Booking of meeting rooms whilst monitoring the meeting rooms schedule - . )
. Regularly update and maintain the databases BEPA—)LAIG, EEOIE—P
. Simple research tasks using Google and other search engines T AU ELRREAETT |
April 2015 — March 2016 HBETOIT—F>IKRIF—5 Working holiday in Canada
April 2014 — March 2015 EELFLULD, Working holiday in Australia
April 2011 - March 2014 DEF Hotel, Tokyo, Japan

Hotel Receptionist
¢ Welcome and greeting guests with great courtesy, both in Japanese and English.

¢ Answering telephone and transferring calls to guest rooms. e SR
¢ Manage room reservations using inhouse system B THISL TLBE(E
e Prepare bills, handle and process checkouts and take payments. in English&EEEH L& S,
e Deal with complaints and problems in English
e Other administrative and hospitable functions assigned from time to time.

December 2009 - February 2011 JKL Company, Tokyo, Japan

Customer Support Assistant (Part-time job) o . . o
e Dealing with enquiries and identifying customer needs HT2EDT3 [CVICAN—A N\ DHE(E
e Offering advice and recommending products where appropriate H{ A= T)LINA NOIRER S
e Processing customer orders and reservations
e Handling payments by cash and credit card REECEET,

Summer 2009 GHI Company, Tokyo, Japan

Intern — PR Assistant
e Preparing daily market updates for management team.
e Providing research to Sales and Marketing departments.
e Liaising with and presenting to clients to win business
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