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@ General Comments

In Japan, university employment counselors assist prospective graduates with job introductions,
make recommendations, give advice on interviewing, and provide information on various
companies. For foreigners seeking a job in Japan or in Japanese companies overseas, it is
common to enlist the aid of friends, sempai, or professors.

Before meeting with a company’s personnel manager, it is a good idea to send in advance a
letter explaining your circumstances and desired employment. In addition to being a common
courtesy, writing such a letter will help you to feel out the employer’s reaction, so that interviews
or phone conversations will go more smoothly. Instead of just writing about your desired work
in good Japanese, it is more important to write in a way that will elicit the favor of the other
person. For example, simply just emphasizing your strong points, rather than persuading the
employer, might have the negative effect of making you seem too pushy.

As will be seen in the examples below, the content of letters to a company’s personnel
department differs from that of personal letters requesting employment assistance from profes-
sors or friends. Note that when writing to companies, contact should be made through the A3
#1244 (personnel manager).

@ Basic Pattern

[Personal Request for Employment Assistance]

FOpening }-[ Explanation of present circumstances/Reporting recent

activities ]—{ Request for employment assistance H Conclusion ]

[Applying Directly to a Company]

[ Opening ]—[ Self-introduction ]—fMotivation for applying ]—

[Explanation of special skills/Desired employment H Conclusion]

@ Common Expressions

[Personal Request for Employment Assistance)
D;) X x D AL L.:»')Li< HotA n L
Poiild. AHIIRAECEE RO TEEE BHGWTE w2 lun, R~z ) F Lk,

I'm writing to vou today to see if you couldn’t possibly assist me in finding a job. (ii{Z is often used to bring up a
request)

b Kol Sl TH) 24,

I'm looking for a job in Japan.
EA Bk 5L L

bR X7 E T ) 240 Y0 L5 LRz BolbhuorbhsF
WoTsh 24,

I'd like to work in Japan, but ['ta at a loss since I don’t know how to go about looking for a job.
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CARL PELRIS BHoE N
P AT, ~SA(~HE)ICEOTY HW2ZE& D TTH, BHARZWRIESITETTL
19

Thus, I would really like to have your assistance, but would you be able to help me?
e ERRAZ N PATA D hELx 355
PIENFE LWL TR T, MHAEREZRESETWZEFT L,
I'm afraid this is presumptuous of me, but I took the liberty of enclosing a simple resume.
hAasl
P I, TELPLEEIRTTWIEEET,
I'll contact you again.
U2 TA b
PHEHBEESIETWITEET,

I'll call you later.

Pt bz R R0 ~sii e ceerz e ez, zor s g0k
ﬁ%é'&"{k‘f:if% i—io

I would like to take the liberty of visiting your office in the near future. I'll call you at that time.

[Applying Directly to a Company]
(Opening)
>§€,u:o$ff£&7& 3 L%h‘iffﬁ%%%b fFL (AR

Please forgive me for sending this letter without prior notice.

(How Job Opening Was Discovered)
TALD % Ls X»S5LAZIZK BWiFA
PAH, Ve gL LXITT, BHOK NREEZIFRALF L7,

I saw your want ad in the Japan Times the other day.

X Lx &n &
P ~ZADL, HHT L)AL 227V 8 ) =2 L Tuwbo e b eHEE L,
I heard from Mr./Ms. ~ that your compan} is looking for a biIingual secretary
HALD

| /3 N *id) é/wt')EI?-iK @féé'/’x')ﬁ)\’%%ﬂ:b’(b\ékﬂ“itf:o

I heard from Mr./Ms. — of your company that you are looking for an American who can speak Japanese.

(Self—introduction)
bl TAEW w»
» FL. ~HAEL ::%n MNP WX XTITENET,
I'm X X, and I was introduced to/told about }our company by Prof. ~.
ZoH mx,{wm &

P b7z, ~KFDRE S B%""%hf’bi L7 X X tﬂﬂbiﬁ“o

I'm X X, and I am a graduate of ~ University’s Business Management Department.

» OO0 T D < by TR, ¥ 1z C ot 2 Bl iz 5w T %

LTBY £7,

I am researching Japanese art history (particularly the history of Edo period ceramics) under the guidance of Prof. ~
at OO University.

bECL  BA%Z Euaig . zoxss  ALL AT3 BES
P I3 FAHICOORFDE VA RR 7 —NVERZFEL BET A ) AD~FITTECTED
9,

I graduated three years ago from the Business School of OO University, and currently I'm working for ~ Bank in the

Uu.s.
b UH £ 0 fHo 15 2 EEm s SH T, ol EAr et LT A e ST
N F L7,

I've always wanted to work with Japanese in an international company like yours.
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(App!ying for a Position)
7z{L ®ALA . X Le BES .
> L Lﬂ\@ﬁf’ﬁl%iﬁ‘ LTT& %ﬁ%ﬁ‘ DFE Lo, TOEHTEIAE TSN E
£33
B rt\%w“ Ll
I've applied in hopes that I could work for your company if you have a job that would make use of my major/specialty.
I iEA T xm z

> HAGEE 75:12“20'(’( & éﬁ:%ﬁ’}) DFElLin, %Uﬁbﬁ"&’cl«\f‘f‘ SN R A
L7

I'm writing to you in hopes that I could work for your company if you have a job utilizing Japanese and English.

(Conclusion)
D h&ELx 3453 FALED RH £33
PiB. BREEFRIHISTWRZTEFZILEDOT, THRETWRZTEL FALSBEVEL
T,

I've enclosed a resume for your consideration, and I thank you for your kind attention.
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| sending a Resume

(1) Sending Directly to a Company Without a Prior Introduction * %
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NP vk ebLag, o dusr 8% £BE
ERRLT 30T Fha 2 B0 BpAT . 5
D9RKY 1P, BEEAET-Zuiz %) 3LT=
HoT 2o | %0 P)is, ot Cob BEo Szt f1hs
Uy R8T 2 B2 15 Y 59,

6%\ ' 7 N .7
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v WHI ey Bt 1) 3,

O%o T4 ho 1EPS, 8RO ML, TELosh
V19, #r= 9R= BER E)3L1rd, HHo M
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Eﬁwh‘ BUETILz, FUHBBE H1FHLT

#)33,
B

INTT N2k
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L. S.A,

RAR 1EFT

102 5. Ardmore Ave.
los Angeles, cA 90020
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March 2

Please forgive me for sending this letter without prior notice. My name is Hanna
Hamilton, and I'm a graduate student in architecture at U.C.L.A. Actually, I'm
studying the history of Japanese architecture, and on account of my husband’s job,
we’ll be living in Japan for a year starting this September. Thus, I'd like to work
for some Japanese company while studying during the year.

I think your company does really interesting work, and I've always had an
interest in your company.

I really would like to work for your company if you have some work I can do that
would utilize Japanese and English. I believe this is terribly impertinent of me, but
I took the liberty of enclosing a resume and a letter of recommendation from Ms.
Shimizu of the Inter-University Center, who is best able to judge my Japanese
ability.

Since Ms. Shimizu knows quite a bit about me, if you have any questions about
me, please talk to her.

My address in the U.S. until the beginning of August is as written below. Also,
after we arrive in Japan in September, we will be staying at a friend’s place in
Kichijoji for some time.

I've written the essentials only. I hope you will show me good favor.

Hanna Hamilton

Address in the U.S.
102 S. Ardmore Ave.
Los Angeles, CA 90020
US.A.
Phone 213-661-0423

Friend’s address in Japan
Tokyo-to, Musashino-shi, Kichijoji Higashimachi 1-5-2
c/o Saito Masaharu
Phone 0422-22-5624

@This is a letter to accompany a resume sent directly to a company. Recently, most business letters

are written in horizontal style.

OEARBFHEASI LHIFETRILEHFFL <& is a common expression used to apologize for

sending a first letter to someone you have never met.
©OThe %t of H#t comes from 23 & is used to show respect to the addressee.

OBe sure to clearly state where the company can contact you. If writing from overseas, include both

the foreign address and a Japanese address (if available).
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| Filling Out Resume Forms
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September 1978

June 1981

September 1981

September 1983—
June 1984

May 1985

September 1988

June 1990

September 1990
September 1991

July 1985

April 1988

Education

Entered West Riverside High School

Graduated from same school (West Riverside)

Entered Ohio State University, Department of History

During this period I studied at Keio Gijuku
University, International Center

Graduated from Ohio State University, same department
(Department of History)

Entered M.A. program at Graduate School of University
of Hawaii at Manoa, Department of East Asian Lan-
guages and Literatures

Completed M.A. program at same university (University
of Hawaii)

Entered Ph.D. program at same university

Entered Inter-University Center for Japanese Language
Studies

Presently Still Attending Inter-University Center

Work Experience
Joined IBM Corporation, Marketing Research Depart-
ment
Left IBM (due to personal reasons/circumstances at the
time)

©Standard resume forms such as the one in this example are available at most stationery shops.
It is acceptable to follow this pattern and write your resume on a word processor.

@AOnly black or blue pens should be used. Never use a pencil.

@®Write your characters legibly, in uniform size and in print. Use Arabic numerals.

OIn this space, divide Z/ (education) and B&FE (work experience) into separate sections. Note
that in Japanese resumes, education and work experience are listed starting with the past, moving
to the most recent. After completing this section, write LA_L to indicate the end of the section
(sometimes LA EAEE 5 1) £t A [I affirm the above to be true every particular] is written).

@On standard resume forms a space is reserved for stamping your personal seal; leave this blank
if you do not own a seal.

@Standard resume forms include a & 2 (personal information) section, which asks about special
skills, licenses/qualifications, strong academic areas, family members’ names and ages, etc.

@\n general, personal photos are required to be attached to resumes in Japan.

8. WRITING IN REGARD TO EMPLOYMENT e |3] _



