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shokumu keirekisho — career history document (1-2 pages, typed on a computer)
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Career summary: 3-5 lines — where, for how many years, what you did, your main skill
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Work history: for each company — period, what the company does, its size, your duties and results in numbers
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A part-time job that fits the vacancy can go in its own block; the hours must stay within your part-time work permission (B&4VEEEF]).
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What you can do that this employer needs: 3-5 points

< BRREH | A VRA R B/L. [REMERAE R OIER - R

cBEYR-—F R RF - HBR DGR DOBERE

+ PC : Excel (VLOOKUP + ERvy bF7—7TJL) . Word. PowerPoint. Googlex /L v K> —k

W EfE - Y

Certificates and languages: official names, scores, dates; for Japanese — your JLPT level or BJT score
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JapanEasy sample (japaneasy.io). The person, country, schools, companies, address and phone number are all invented. Free format, as usual in Japan.
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Self-promotion: one strength + an example from work with its result + how it will help the company
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M E ="end of document", on the right at the bottom

English translation of the sample (for you; it is not part of the document)

W BBFEEH — career summary. 3 years 6 months at an international logistics company in Veloria: export and import
documents for Japan, coordination with customs brokers and shipping lines, sales support for 12 Japanese clients.
Came to Japan in April 2025; studying at a language school and working part-time as a translation assistant. Can
work in three languages: Velorian, English and Japanese.

B BiFE4ZE — work history. E5 2% — trade administration: invoices, packing lists, certificates of origin (60 a
month on average); a checklist cut delays by about 30%. E2£77 > X% > b — sales assistant: quotations, orders and
invoices for 12 Japanese clients, emails and online meetings, launched work with 2 new clients. JER##EE8) —
translation assistant: about 30 translations a month, interpreting help at a trade fair.

W EHE B 42ER - FI58 - Filf — useful experience and skills: trade documents (invoices, B/L, certificates of origin);
sales support (quotations, orders, invoices, scheduling with clients); Excel (VLOOKUP, pivot tables), Word,
PowerPoint, Google Sheets.

W &g - 555 — certificates and languages: JLPT N2 (December 2025), BJT 420 (July 2026), TOEIC 785 (June 2019);
Velorian — native; English — business level (emails, meetings).

B B PR — self-promotion. My strength is building routines that reduce mistakes. In my previous job shipments
were often delayed by errors in documents, so | made a checklist for each document and shared it with my section.
Delays fell by about 30% compared with the year before. At your company | want to support business with overseas
customers through accuracy and my Velorian, English and Japanese.
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