Hanako Yamada
B1 Eiwa Bldg. 1-9-18 nishishinjyuku Shinjyuku-ku Tokyo
Tel: (03) 5909-1790
E-mail: job-is@abil.co.jp

Objective
- Position as Secretary

Summary of Qualification
A . ) . L . ) QUALIFICATION, ADDITIONAL SKILL
- 3years of administrative experience and 3 years of secretarial experience with international firms.

- Self-motivated, goal-oriented, and good team worker.
- Able to prioritize jobs and complete them accordingly.
- Excellent communication skill, fluent in English and Japanese

Work Experience
Mar. 2003 — present: Ability Nikken Co., LTD
Position: Secretary to 2 managers
Arrange meetings and coordinated business trip of managers.
Translated documents from Japanese to English.
Managed internal and external schedules. WORK EXPERIENCE
Interpreted for clients from overseas at meetings. (English to Japanese)
Prepared presentation documents.

Apr. 2001 - Feb. 2003: Ability Nikken Co., LTD
Position: Administrative Assistant
Producing promotional materials in Japanese.
Filed and organized invoices and documents.
Communicated with clients and business partners in overseas via e-mail and phone.
Maintained contract and correspondence records.
Performed data entry,.

Education

Tokyo University, Japan (1997-2001) EDUCATION

B.A. in Economics

skills
REFERENCE

- Proficient in MS-Word, Excel, and Access
- Proficient in HTML, Illustrator

Languages
- TOEIC 970 (March 2005)



