=> IV. Confirming Your Career Choice

Confirming Your Career Choice

Reporting to the Career Office

Once you have received a job offer from a company or are notified that you have passed the civil

service or teaching examination, please report to the Career Office in one of the following ways:

1. Come to the Career Office front desk and fill out a Notice of Informal Job Offer to hand to the office
staff.

2. If you are unable to visit the office, you may report it by phone (phone number), e-mail (career2@
apu.ac.jp), or through Campusmate Web.

* To report through Campusmate Web, please refer to the Career Office website (http://www.apu.
ac.jp/careers): “Job Hunting Guide” — “Receiving a Job Offer”

* If you receive multiple job offers, submit a report for each job offer, including those that you have
turned down.

<Notice of Informal Job Offer (front)> <Notice of Informal Job Offer (back)>
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When Filling Out the Notice of Informal Job Offer

BEVTVY

* The NZEH (Job Offer Date) is the day when you received the job offer (i.e. during the interview, by
phone, when the notification arrived by post, etc.) For civil servants, it would be the day that you
passed your final set of exams.

* Be sure to read over the “Handling of Personal Information” section written on the back of the form.

IEITL) BLENTL

The Difference Between AT and AL E

Fundamentally, there is not much difference between the two words. Hogvbervter, according to
T

the Keidanren’s policy on hiring, companies in Japan can only give official flﬁiffter the 1st of
P

October. Therefore, job offers given before this date is usually referred to as 4L 7E.
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Signing the AEREEE - AHLERE (letter of acceptance ofjob offer)

There are certain companies that will ask you to submit a WEE(%E or 7\ ?iﬁ‘ﬁ'\]i after making you a job offer.
These documents are basically a signed promise from you that you will accept the job offer to become an employee.
While it technically does not have any legally binding power, these are not documents that should be treated lightly. In
the event that you are unsure of how to respond or are faced with trouble such as deciding to drop out after signing
the papers, please consult with the Career Office. Otherwise, if you are set on this company, then send the documents
without delay.

In the event of multiple job offers

Even if you have received multiple job offers, at the end of the day, you may only accept one. For a company, having
someone turn down their job offer is often seen as a considerable disappointment, so only turn down a company if you
absolutely have to and take care in your dealings with the companies. Furthermore, be aware of the time constraints
and deadlines for responses so be sure to keep track of when you have to respond back to a company.

Reporting your job hunting activities

Your job hunting record after you finish job hunting is your legacy to for the students who come after you. Please be
sure to then fill in and submit a Job Hunting Report, which will then be made available for other students to see on
Campusmate Web (refer to p. 14).

Pursuing other career paths
If you decide to pursue other career paths such as applying for graduate schools or a technical school, working in your
family business, preparing for certifications, etc., please notify the Career Office.

Who to notify of your job offer and giving thanks

After you receive a job offer, you of course need to express your gratitude to the company that made the offer.
However, you also need to report and show your thanks to the people who have supported you in your job hunting
such as APU alumni, etc. This is a very important courtesy to all the people who helped you get this far. Be sure to first
call them and report the good news and your gratitude, then send them a letter with the same sentiment.

Writing Letters (Sample) Making Phone Calls (Example)

thank you letter to the company that offered you the job. | | thank you phone call to the APU/Rits alumni. |
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From Receiving the Job Offer Until You Enter the Company

For Both International and Domestic Students

Japanese companies have a few procedures that need to be followed in the time between you
receiving the job offer and your first day as an employee. The schedules vary depending on the
company but usually include training, company events, etc. Make sure to check that you understand
what you need to be doing so that you will not worry or trouble the company that has chosen to hire
you.

Points of Caution

1. Always make sure that you are reachable by the company and APU

If you ever have the need to leave Japan for any period of time after receiving the job offer, be
sure to leave your contact information with the company and the Career Office, including general
details of where you are going to be and for how long. Be sure to report any changes in your contact
information, address, etc. as well.

2. Make sure that you have fulfilled all requirements for graduation

Even if you have received a job offer, if you are unable to graduate due to missing course credits, this
will not only cause the company distress, but it will make all your hard work be for nothing. So check
and recheck your status in fulfilling graduation requirements. If you still need to pass certain classes,
be sure to give yourself leeway to pass them and ensure that you graduate on time.

For International Students
1. In the event that you plan to return to your home country for a vacation, etc. remember to notify
the Career Office and the company of your contact information (address, phone numbers, e-mail,
including whether or not Japanese can be used in the e-mail, etc.) and how long you intend to be
gone.
2. Even in the event that you intend to travel to a third country, remember to notify the Career Office
and the company of the duration of your travels and how you may be contacted (phone number or
e-mail, and whether or not Japanese may be used).
3. If you are commencing employment immediately after graduation but need to leave Japan
temporarily before that, please be sure to return to Japan with plenty of time to change your visa
status to a work visa.
4. If you will be returning back to your home country after graduation, do not prolong your stay
unnecessarily. Your college student visa will become invalidated the moment you graduate and
cease to be a student, as well as your part-time work permit.
Last day of enroliment:

Sept. graduation: Sept. 20" (terminated as of Sept. 21%)

Mar. graduation: Mar. 31* (terminated as of April 1%)
*Your college student visa may still be valid for a few months after graduation due to procedural
requirements when it was issued, However, this does not mean that you may remain in Japan after
graduation right up to the expiration date.
*An example of a schedule for international students entering companies in Japan is given on the
next page.
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<An Example of an International Student’s Schedule Prior to Joining a Company>
Last year’s schedule is shown here as an example. Dates of selection and official job offers are likely
to be different this year, so please be sure to check the correct schedule with the personnel division of
your prospective employer.

[For students graduating in September and joining a company in October]

Until August : Some companies have seminars and meetings with all new recruits as well as internal
placement interviews, etc.

July and August : Receive the necessary documentation from the company for change of status of residence
application.

August onwards : Visit the immigration office and apply for a change in your residence status.
Arrange your new residence and moving date, if applicable.

September : Graduation Ceremony. Gain permission to change your status of residence
Move to your new residence.
Update your Residence Card (change of status, address)

October : New Employee Ceremony

[For students graduating in September and joining a company in April]

Until September:  Some companies have seminars and meetings with all new recruits as well as internal
placement interviews, etc.

September : Graduation Ceremony

October : After the job offer becomes official with the Job Offer Ceremony, you may return to your
home country.
*hand in the required documents for changing your status of residence to the company
*In the event that the job offer date comes after your status of residence runs out, you will
need to apply for a short-term extension

February ~ March : Receive the necessary documentation from the company for the change of residence status
application, visit the Embassy or Consulate-General of Japan in your home country and
apply for your new visa.

Take necessary procedures regarding your new residence and moving to it, if applicable.
Gain permission to change your status of residence

Move to your new residence

Update your Residence Card (change of status, address)— visit your local government office

April : New Employee Ceremony

[For students graduating in March and joining a company in April]

Until September : Some companies have seminars and meetings with all new recruits as well as internal
placement interviews, etc.
October : Your job offer becomes official with the Job Offer Ceremony

January ~ February : Receive the necessary documentation from the company for change of status of
residence application.

February onwards :  Visit the immigration office and apply for a change in your residence status. Arrange your
new residence and moving date, if applicable.

March : Graduation Ceremony
Gain permission to change your residence status from the immigration office
Take necessary procedures regarding your new residence and moving to it
Move to your new residence
Update your Residence Card (change of status, address)

April : New Employee Ceremony

*See p.91 for details regarding the change in residence status.
For all international students, your status of residence is an important issue.
If you have any trouble or confusion regarding this, contact the Career Office.
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Turning Down an Offer
A job offer to an undergraduate is basically a de facto agreement that a company will take on said

undergraduate as an employee after his/her graduation. Socially, this is a serious matter and deserves
to be handled as such. Be sincere in your dealings at all times and take note of the following points:

(1) You cannot keep your response to the job offer from a company on hold for an indefinite time.

(2) In principle, once you send to the company your letter of agreement accepting their job offer,
you cannot change your mind and turn down your agreement.

(3) Turning down a company’s offer after you have accepted it would be seen as selfish and
morally reprehensible. Such an act would not only cause significant trouble to the company,
but could grow into a socially problematic issue, thereby possibly affecting your juniors future
job hunting.

Turning Down a Job Offer Obtained through On-Campus Recruiting

Please be sure to contact Career Office first. It is strongly urged that you do not simply turn down
any offer prior to contacting the Career Office.

Companies participating in On-Campus Recruiting place high value on APU students. Thus,
turning down a job offer obtained through this screening process may affect the conditions of future
job hunting by junior APU students, and undermine trust in APU. Never take action without prior
consultation with the Career office.

Turning Down a Job Offer Obtained through General Recruiting

Be aware that delaying a response for such an offer for an unreasonably long time could lead to
trouble later on. Make sure to turn down companies in a polite, timely manner, without delay. With
courtesy and sincerity, express your gratitude to the company for their offer and apologize for your
decision to decline their offer.

[How to Turn Down a Job Offer]

In the event that you need to turn down a job offer, the most sincere and professional approach is
to offer a personal apology to the HR manager. However, sometimes due to time and geographical
constraints, it is not always possible to do this, so please start with a phone call to the relevant
manager, expressing your decision to turn down their offer, then follow up with a letter of apology.

An Example of How to Turn Down a Job Offer through Phone
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Writing a Note of Apology for Turning Down a Position Offered by a Company
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*In the event that you are unsure as to how to write such a note, please contact the Career Office for

advice on your specific situation.
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