Yuko Sakurai
1-1-1 Asagaya, Suginami, Tokyo 166-8570 Japan
info@us-internship.com


OBEJECTIVE:

To obtain a trainee position as an Administrative assistant 

SUMMARY OF QUALIFICATIONS:

Excellent interpersonal skills and English communication skills
8 years of administrative work experience

Proficiency in Word, Excel and powerpoint

WORK EXPERIENCE:

Apr. 2015 to Present

ABC Corporation, Tokyo, Japan 






Administrative Assistant 
· Performing and assisting with human resources tasks; interviewing, recruiting and conducting new employee orientations
· Planning and facilitating a broad range of administrative tasks, including travel arrangement, calendar management, business correspondence and outlining agendas for various meetings

· Organizing all charitable activities, special events and ongoing employee activities such as Christmas parties and picnics
Apr. 2013 to Mar. 2015

DEF, Inc,. Tokyo, Japan 

Administrative Assistant

· Provided effective administrative support for Customer Development, Sales Training, and Sales Operations groups following relocation. Maintained all personal and customer files.

· Developed guidelines and procedures for administrative assistants. Documented procedures for new hires. 
· Developed process for customer, following up with clients to determine satisfaction with products, delivery times, and customer service. Developed spreadsheet to record and track response




EDUCATION:



Apr. 2009 to Mar. 2013

Aoyama Gakuin University, Tokyo, Japan
BA Degree in Business Administration

INTERNATIONAL EXPERIENCE:



Jul. 2007 to Aug. 2007

UCLA Extension, Los Angeles, CA
English as a Second Language

CERTIFICATION AND LICENSE:
TOEIC 800





Driver’s License 



SKILLS:



MS Word, Excel, Power Point, Outlook


