XXXX　XXXX
Birth date:

10/03/XXXX


Resides:

X-X-XX, XXXX,XXXX,XXXX-city,Chiba, 261-0012
Mobile Phone Number: 080-XXXX-XXXX
Email: XXXXX@gmail.com

Education:

Apr 2000‐Mar2004
XXXX University

Bachelor of  Western History
Qualifications:

Official Business Skill Test in Bookkeeping 3rd Grade(2016)

Secretarial Skills Test, 3rd Grade(2005)

Travel SuperVisor(national certification,2002)

Technical Skills:
MS Word, Excel, PowerPoint
Summary:

· Public relations
· Secretary of company director
· Process control of POS system development(for gas station)

· IT Consultant
Career History:

XXXX Co.                                                          　

Jun2016-Aug2018                                                                           
・Arrange meetings,conferences, Creation of the minutes
・Assist Reporting to Parent Company and Related Company
・Process control of  POS system development
XXXXXXXXX Co.                                                                         　      Mar2016-Sep2016

・Support recruiting　Adjustment of interview schedule,Document Management

XXXXXXXXXX Co.


                                                  Feb2013-Feb2015                                               
･Consultant of multifunction machine
XXXXXXX information device Co.                                                             Apr2012-Jan2013

 ・Trouble-shooting of computer
XXXX Ltd.                                                                                                  Oct2005-Oct2012
  ・manufacturing industry （Local Specialty）and sales
・public information and propaganda
    ・sales administration function 
XXXX Co.                                                                                                 Apr2004-May2003
  ・manufacturing industry （health food）and sales
・public information and propaganda
    ・sales administration function

