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Curriculum Vitae Guidelines 
 
 
 
 
1. Name 
• Write your name in full as shown on your passport. 

 
2. Language proficiency 
• Indicate your degree of proficiency for each language. (E.g. Native, fluent, proficient, 

intermediate, conversational, basic, etc.) Please include name of any language 
certificates in ‘Professional certifications’ section. 

• Indication of your Japanese and English proficiency is required. 
 
3. Education 
• Educational background must be written without omissions. (Start with high school / 

senior school educational history) 
• In the month/year column, write the month and the year when you entered and 

graduated (left) from a school/university. 
• Write school/university name(s), place (city and country), degree or certificate you 

obtained. 
• In case of school/university transfers, month and year of transfer should be written. 

Please also include the year/grade you transferred. If you transferred to the third 
grade/year in your new school/university, please add this information. 

• If you have taken a leave of absence, write ‘(leave of absence between month/year and 
month/year).’ 
 

4. Work experience 
• Include all employment experience. 
• In the month/year column, write the month/year when you joined and left a 

company/organization. 
• Write company/organization name, place (city and country), your title and duties. 

 
5. Professional certification 

• Include relevant certificates, licenses and other qualifications. 
 

6. Honors and awards 
• Write name and issuer of honors and awards. 

Please refer to sample CV. 
Please fill in the CV carefully without errors or omissions. 

Please note that all yellow cells must be filled in. 


