=> II. Designing Your Future

Contacting Alumni

An excellent way to learn more about a company or industry is to talk with alumni of your university
or affiliated universities. Think about the clubs and activities you participated in and all the friends you
made during your time at APU. Most likely, some of your senior classmates are working at a company of
your target business or industry. They can give you advice and first-hand insights that cannot be found
in any pamphlet or information session. They can also give you general job hunting advice and share
their experience with you. Use the APU and Ritsumeikan alumni networks to your advantage during job
hunting. It usually requires some effort to find alumni working in your field of interest. Here are some tips
on searching for alumni. Please be advised that some companies do not answer enquiries related to
alumni contacts. Make sure you check their website before reaching out to them.

Getting connected with alumni:

Ask friends and family if they know of anyone.
Ask senior classmates in your seminar class, club or circle.
Ask APU professors and staff.
Contact companies you are interested in and ask.
Search job-hunting reports (see p.14)
On the “Alumni Database” website of the APU Student & Alumni Association
(http://www.alumni.apu.ac.jp/), find alumni using the “Member Search function.”
Utilize social networking sites such as LinkedIn (http://www.linkedin.com) and Facebook. *Some
functions are only available on a fee-paying basis.
Whatever method you use, searching takes time, so plan ahead accordingly.

1. Making an Appointment

Once you find an alumni in your field or industry of interest, make an appointment with them.

You should make an appointment by telephone, e-mail, or a formal letter. It is important when contacting
an alumni to be as polite and thoughtful as possible, even with senior classmates you knew well. As
busy working men and women, their time is precious and you should be aware of the importance of the
time they put aside for helping you. You should offer the alumni a range of your free days and meeting
times so as to not inconvenience them or disrupt their schedule.

2. Prepare your Questions, Statement of Purpose, and Other Information in Advance
It is important to make the most of your time together with the alumni, so be sure any questions you
want to ask are written down and ready. If you are speaking on the phone do not make them wait on the
line while you gather your materials. Reply to e-mails promptly and in detail.

You should research the company and think about why you want to work at the company and what
you may be able to offer the company before you go. Prepare thoughtful questions; don’t ask simple
questions that can be found on a company website or in a pamphlet. Make the most of your time with
the alumni to gain special information you could not get anywhere else.

3. Important Details
Never be late. Always be sure to be ready 15 minutes earlier than the appointed time.
Don’t ramble or get sidetracked. Keep your questions short and take notes on the answers and
feedback you receive.
Keep the meeting formal and don'’t act too casual or friendly. Approach these visits as a professional
opportunity, not a relaxed get-together.

4 . Express Your Gratitude to Alumni for Their Information and Time
Time is an invaluable resource. So make sure you send a thank-you note and express your
gratitude to all the alumni you gather information from, so that they will continue to support other
job hunters in the future.
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Telephoning Alumni

Before calling alumni, make sure you are aware of your own upcoming schedule and have a pen and
paper by your side. Below are model conversations for telephoning alumni in Japanese.
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Even though the alumni may offer to call you back, proper etiquette requires YOU to call them.
Be sure to write down any times or dates immediately after hearing them.

If the alumni chooses a date that is inconvenient for you, explain the reason and ask about
another possible day.

If you will only have limited time in the city where the alumni member is, be sure to contact them
well in advance and check that they will be able to meet you.

Always wait for the other person to hang up before you hang up!

To protect personal privacy, there may be times that the company will not tell you the department
where the alumni is placed. In this case, state your name and contact details and ask for the
alumni to contact you. If they contact you, be sure to thank them straight away.
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Contacting Alumni (e-mail)
While it is perfectly acceptable to send an unsolicited mail to a publicly listed address, as this is your first

contact with the alumni, it is important to make a good impression from the start. Be sure to word your
e-mail in a very polite and professional manner.

1. Use an easy to understand subject line

As your e-mail will most likely not be attended to immediately, it is important to use a simple and easy-to-
understand subject line that will get the recipient’s attention every time they look at their message inbox.
A specific subject line increases the chance your mail will be read and responded to quickly.

2. Keep the message brief

When writing an e-mail, you do not need to add the special greetings or other set phrases that
commonly open and close formal letters. After a brief greeting and introduction of yourself, you should
get right to your main points. Try to avoid roundabout, unfocused sentences and be as brief as possible.

oBasic etiquette practiced in Japan when contacting via emails
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Thanking Alumni for a Meeting
Always send a thank-you letter to the alumni who has taken the time to meet you. A thank-you letter is

preferred to just a phone call or an e-mail.

In your letter you should describe how the meeting was productive for you: e.g. things that you learned,
advice that you were particularly grateful for, and so forth. This will help to create a positive image.
Use the sample letter below to guide you but do not forget to use your own words to convey your own
personality and sincerity.

Sample of a thank-you letter to an alumni member
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Guidelines for writing envelopes correctly can be found on p.66 of this book.
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