Minami Aoyama
Nishi-Shinjuku 1-22-2 Shinjuku-ku, Tokyo Japan 160-0023

Tel: 03-1234-5678 　Cell: 090-1234-5678
Email: minami_aoyama@adecco.jp

	OBJECTIVE

	Executive Secretary at global healthcare company where my experience in time management, administration, and customer relations will provide exemplary support.


	SUMMARY

	Professional Secretary/Group Secretary with over eight years of experience at information technology corporation and import-export company. Excellence in English communication and multi-tasking skills to handle secretarial and administrative duties. Resourcefully support needs of executives, team members, and clients to ensure smooth operation of the organization.


	WORK EXPERIENCE

	ABC Corporation
	Tokyo, Japan
	April 2004 - present

	Executive Secretary to Sales Director

	· Arrange meetings, conferences, client visits, and business trips for sales director, clients, and others involved by coordinating all schedules to fully meet requests.
· Regularly attend meetings to assist in successful communication by interpreting for senior executives and clients.

· Prepare monthly English reports to provide corporate headquarters with accurate and timely information on national sales and marketing trends.
· Supportively handle daily visitor reception and telephone inquiries in professional and courteous manner.


	XYZ Company
	Tokyo, Japan
	April 2002 - March 2004

	Group Secretary, International Trading Department

	· Accurately processed all export transactions including quotations, contracting, shipping, and invoicing to overseas accounts.
· Assisted follow up on business partners to productively maintain and provide sales team with the latest business information.

· High-level performance evaluation led to expanded responsibilities for managing daily schedules from six sales representatives to ten.


	EDUCATION

	American University
	Oregon, U.S.A
	September 2000 - August 2001

	Master of International Relations

	Shinjuku University
	Tokyo, Japan
	April 1995 - March 1999

	Bachelor of Arts in English Literature


	SKILLS

	· Certified Bilingual Secretary (2010)
· Computer: Microsoft Word, Excel, Power Point (advanced-level)

· English: TOEIC score of 800 (2011)











