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“Life is a tragedy when seen in close-up, but a
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Name Yuna Okada

2 [ et 1 (017 R ST T
SHANGHAI UNITED INTERNATIONAL SCHOOL
(CHINA,2011-2013)

Cambridge IGCSE(International General Certificate of Secondary Education)
Attended 2 years of English language secondary education curriculum
IGCSE is equivalent to general secondary educational program in England
and Whales
It is a qualification based on individual subjects of study, passed 9 exams
(Achieved A* in Music, English as a second language (with Grade 1 in
oral/aural), Foreign Language Mandarin Chinese, Mathematics, Co-
ordinated Science(Double award)
Achieved A in Business studies, Additional Mathematics)

CHIGUSA HIGH SCHOOL
(JAPAN,2013-2015)

AOYAMA GAKUIN UNITEVERSITY
(JAPAN,2015-TO PRESENT)

Related skills: Media communication, Public relation,
Production of media contents, Programming using Visual
Basic/Java, Data Analysis, Statistics, Cognitive psychology,
Project management

4 EHOEXBEE(R—T1)




Yuna Okada/ Resume

EXDPEIIENCE ..ot
ADMINSTRATIVE ASSISTANT
Japan professional football league 2015 - 2016

Supported the preparation and organization of FUJI XEROX SUPER
CUP 2016

Supported the preparation and organization of seminar for club tem
doctors, referees, match commissioner

Produced weekly the official reports regarding football matches
distributed to the executives of the Japan Football Association
Analyzed data on medical accidents of the player,

Ensuring the smooth distribution of mail internally and externally

PUBLIC RELATION STAFF
Japan University Football Association, 2015 to present

Planned publicity strategies and campaigns for the league and
tournament

Organized promotional events such as press conferences of the
league

Produced press releases

Coordinated contents and schedule of making poster with advertising
agency

Oversaw layout (design, photography) and checked content for
accuracy and errors of the official program

Updated and managed contents on the official website

SKILLS ...
COMPUTER SKILLS

Microsoft Office Word, Excel, PowerPoint, Access
Adobe Photoshop, Illustrator

LANGUAGE
Fluent in Japanese, English, Chinese

5 EHOEXEEE(N—T2
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United Nations Children’s Fund
UNICEF House

4-6-12, Takanawa

Minato-ku, Tokyo

108-8607 Japan

To whom it may concern,
T am writing to apply for an internship position with the Division of Public Partnerships at United
Nations Children’s Fund, which was advertised online at official website of your

organization.

I am a junior student, majoring in Social Informatics at AoyamaGakuin University. I am currently
working on a project, which is one of the courses of the School of Social Informatics, to increase a
number of Japanese working for international organization. During the investigation, I have found that
not many Japanese know much about international organization. Therefore I thought through this
internship I could learn how it is like to work in international organization. I hope to with your

organization’s help.

I previously held an internship at Japan Professional Soccer League. While there, I supported the
administrative work such as analyzing the injuries occurred during the match and writing reports,
preparation for the meetings.

I am also taking part in Public Relation Unit of Japan University Football League, and planed and
implemented several promotional events. Therefore when holding advocacy events and meetings, I could

provide efficient administrative support.

I would enjoy having the opportunity to talk with you more about this position, and how I could use my

skills to benefit your organization. Please let me know if you have any question. You can reach me by

phone at [ or vy cmair I

Thank you for your consideration. I look forward to hearing from you.
Sincerely,

Yuna Okada

X6 [EHE®D Cover letter
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KEITA SAKAKURA, MR
Y 0 52-0206

JAPAN
mobile:
email:

EDUCATION

Candidates for Bachelor of Social informatics - Aoyamagakuin university — Tokyo,
Japan
(April. 2016 — received in March. 2020 expected)
Learning: Project management, Leadership theory, Public relations, Programming (Visual
Basic, Java), Economics, Statistic, Jurisprudence, Psychology, Workshop design, English
presentation

International English major - Meito high school — Aichi, Japan
(April.2013 — March. 2016)
UNESCO SCHOOL, ASP net (Associated School Project Network)
Feature: One-third of the total class hours are English lessons (twice of averaged Japanese
normal course)
Participated a language training camp and contributed as a leader to performed
English drama, Made the speech about Malala Yousafzai at the annual conference,
Participated to the conference at Korean affiliated school and made English
presentation

SHAFSTON International college — Brisbane, Australia
(July. 2013 — August. 2013)

Received the certificate for advanced level English (Fluent speaking and writing skill)

ACADEMIC EXPERIENCE

Gave the presentation in English about ESD (Education for Sustainable development) to
Korean students in Korea

* Took a presentation in front of a Korean student as a representative of the school in
English

*  Distinguished the characteristics of each member and worked efficiently by separating
the roles

Made English presentation once in two weeks in high school

*  Presentation skills are being enhanced
e Used to making English presentation

14 REDEXEEE (R—1)
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WORK EXPERIENCE

STAFF in Japanese restaurant
(Foreign customer come to the store once in two days because of US army base nearby)
(April. 2017 — Present)

- A responsible person of foreign corresponding
- Planed and achieved to making English and Chinese menu and English service manual

— Achieved higher level of foreigners satisfaction

Management and operation staff for events
(May.2014 — March. 2015)

- Guided visitors and helping to progress of events

- Guided foreigners by using English

SKILLS

» Language: Japanese/ native
English/ fluent
« Computer skills/ Microsoft Office: Word, Excel, Power point
» Excellent presentation skills
= Strong Leadership skills

FIELDS OF INTERESTS

* Diplomacy

e Trade

* Politics

* Computer and information

15 REDEXBEEE (R—T2)
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Keita Sakakura
mobile: | NG
email: [ NN

UNIDO Investment and Technology Promotion office, Tokyo
UNU HQs Bldg. 8F, 5-53-70, Jingumae, Shibuya-Ku, Tokyo 150-0001

July 25,2018

I’m writing to apply for the Internship.

Please accept this letter and the attached resume.

I am very interested in economic support to developing countries and I really want to get a job
related to the support of developing countries in the future.

I am belonging to the department of social informatics at university so, I have knowledge of
information field and I can use Microsoft Office, Word, Excel, Power point. I have foreign
experiences such as experience of studying abroad in Australia and making English presentation
about ESD (Education for Sustainable Development) in Korea representing school. As a leader
of presentation in Korea, I distinguished the characteristics of each member and worked
efficiently by separating the roles. I would be able to effectively contribute to the team and

organization.
I am available to meet you anytime. I can be reached at 080-1623-2962 or a8116107@aoyama.jp.
Thank you very much for your review and consideration. I look forward to making a valuable

contribution to your organization.

Sincerely,

Keita Sakakura

X 16 xAE® Cover letter
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Mitsuhiro Hashimoto

Japan
Mobile: Email:

BIRTH DATE: 13/12/1997

EDUCATION

April 2016 — current: Aoyama Gakuin University, Japan
Bachelor of School of Social and Informatics
(received in March 2020 in expected)

Related skills

Public Relations, Social Research, Media Literacy, Web Content Making, Project
planning, Statistics, Psychology, Economics, Sociology, Web technology,
Programming with Visual Basic/JAVA etc.

EXTRACURRICULAR ACTIVITIES

April 2016 — current: ~ Campus Tour Guide Volunteers as the leader
(officially organized by the university)

* As student representative, working as PR manager in the
university

¢ Planning event, following over 30 members

¢ Having effective speaking skill in front of many people

* Received a student prize through daily activity from
University president last year

WORK EXPERIENCE

May 2016 — current: Part time sales staff at TSUTAY A Shoten (Bookstore) Tokyo, Japan
- Supporting foreign customers on behalf of our store
- Having strong interest in entertainment
- Having fundamental business manner though this experience

SKILLS

¢ Language
o Japanese(Native)
o English: Fluent in business situations
TOEIC Score 775, July 2017 (dramatically improved from 520 taken in April 2016)
* Advanced user of Microsoft Word, Excel, Access and PowerPoint
* Strong communication and interpersonal skills in Japanese and English

FIELDS OF INTERESETS

* Project Planning
* Public Relation

25 BAOEXEEE
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Mitsuhiro Hashimoto

United Nations Industrial Development Organization
Investment and Technology Promotion Office

UNU HQs Bldg

5-53-70 Jingumae

Shibuya-Ku, Tokyo

150-0001 Japan
July 25th , 2018

Dear Hideki Murakami,
1 am writing to apply for internship position with the division of Project Planning at United Nations Industrial

Development Organization

I am college student as the third grade, majoring Social Informatics at Aoyama Gakuin University. I am currently
working on a project, which is one of the courses of the School of Social Informatics, to promote a personnel
contribution for international organizations from Japan. During the investigation, I have found that not many
Japanese know much about international organization. I thought through this internship I could learn how it is like to

work in international organization. I hope to with your organization’s assistance in some extent.

I have been taking part in Campus Tour Guide Volunteer since I enter this college. As student representative, we are
working as PR manager in the university. Specifically, we are giving a campus tour for high school students and its
parents, planning event and managing staff. Throughout its experience, I have strong communication and planning

skills to contribute your organization.

I would hope to enjoy having the opportunity to talk with you more about this position, and how I could use my skills

to benefit your organization. Please let me know if you have any question. I would very much appreciate. I can be

reached o [

Thank you for your consideration.
Sincerely,

Mitsuhiro Hashimoto

26 B Cover letter
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