=> Ill. To Succeed in the Screening Process

Contacting Companies (Phone, Email, Sending Documents)

Visiting a Company

There will be many opportunities to visit alumni working in various companies, or they in turn may
come to the APU campus to present explanatory meetings about their company — they may even
be present during the interview process. The first impression you give, especially when visiting a
company, is very important. When visiting a company, be sure to observe good manners and maintain
a sincere and serious attitude — your potential employers will take note of these things.

(1) Fixing an Appointment
Prior to visiting a company, you will need to make a phone call to fix an appointment with
whomever you wish to visit there.

(2) Be Punctual
Check and re-check the time for your appointment. Make sure you have plenty of time to get
there; however, if you find you are running behind schedule, be sure to call ahead and let them
know.
Always keep in mind that the person(s) you are visiting have taken time out of their busy schedule
to meet with you and that their time is precious.

(3) Mobile Phone Manners
When visiting a company, be sure to turn off the power on your mobile phone or alternatively
switch to silent mode during any meeting or interview. Be sure that the phone doesn’t even
vibrate should someone call or message you.

(4) Business Cards
Japanese business people have a custom of exchanging business cards when meeting for the
first time. However, APU students looking for employment do not have to prepare business cards
for this purpose. When receiving a business card from a company employee, be sure to say
[B&3WVLET ] or “Thank you” when the card is offered to you. Bow and accept the card
with both hands. If you are about to be seated at a desk, place the card on the desk on your right
hand side. Even when you file the business card into a folder or your job hunting memo book, be
aware that you are handling a representation of this person’s status and handle it with care and
respect.

Points to note when communicating by telephone
Telephone calls are an indispensable tool of communication for job hunting. Master the important
elements and basics required for imparting a good impression when making telephone calls.

(1) Get ready before making the call
Be aware of what you want to say before you place the call. Getting muddled during the
conversation, forgetting something important and/or having to call the person again could annoy
the person on the other end of the line. Make a written note of what you want to say and the
order you want to say it. Keep it concise and easy to understand.

(2) Choose your time to call
Apart from when you have a specific calling time arranged, place your call during business hours
and try to pick a time that is not too busy for the person you wish to speak to.
% For a phone conversation example of contacting an alumni refer to p.37 and p.38 (Telephoning

Alumni).

(3) Stay contactable at all times
During job hunting, you will often be contacted by companies and the Career Office. As the
selection process progresses, you may miss out on important opportunities if you cannot be
contacted by phone.
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E-mail Protocol
Just as e-mails are an important tool in today’s business world, it will also be an extremely useful tool

during your job hunt. Use the guidelines below to ensure that your e-mails are written in a suitable
professional manner.

As useful as e-mails are, try to avoid the temptation to take care of all matters by e-mail. In Japan,
handwritten letters or postcards are highly regarded as a more sincere form of correspondence and
may be more appropriate depending on the situation.

(1) Make the subject of the e-mail clear
Sending an e-mail does not guarantee that it will be read. People working in busy professions
usually receive large volumes of e-mails and may not bother to read an e-mail that appears
irrelevant. Always state the matter of your e-mail clearly and concisely in the subject line to avoid
your e-mail going unnoticed.

(2) Keep it short & simple
When writing e-mails in Japanese |t is not necessary to use the usual formal greetings used in
Japanese letters such as I'}%‘Fj'ﬁj I'EjSZ,EJ or I'OOdjﬂaeJ Instead, use a simple greeting then move
onto the main point of your e-mail. Aim to keep your e-mails as short and simple as possible. Avoid
any long-winded or roundabout expressions.

Sample of an E-mail Requesting a Company to Send Informational Materials
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If you wish to request for a rescheduling of the interview:
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If you wish to request for more time in order to respond to their job offer:
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A Points to note when communicating by e-mail
Check your e-mail account on a regular basis to avoid missing out any valuable information. During
your job hunting, you will receive many e-mails containing important information from companies,
job hunting websites or the Career Office. When sending e-mails, in line with general principles of
etiquette, you should state the subject and the name of the party you are sending to. In addition to
these, include your student ID when contacting offices within APU.
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Protocol for Letters, Postcards and Envelopes
While it has become the norm to use e-mail to contact people, there are times when a hand written

letter or postcard can make a better impression. It can be an effective way of getting across your
feelings. Learn the basics of writing a letter or postcard in Japanese so you can use it to your
advantage in selling yourself to a potential employer during your job hunt.

Sample of Letter Writing
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| Date and Signature |

Opening Words

(AN

Closing
Words

Main Body Introductory

Paragraph
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Fﬁpﬂj or I'.E%J are used when writing a formal letter or when writing to someone for the first time.

HFAY R

I—FJIJFPJ or F,L,\éj are used when a letter is more informal or if you don’t have much time.

AR

AIBE literally means that you will be omitting the preliminary greeting.

Seasonal Greeting

Most formal letters will begin with a seasonal greeting such as ?JJ%WO){I% (The beginning of Autumn
has arrived). If the opening words of your letter are either [BIB& | or [&2B%] it is acceptable to
omit a seasonal greeting.

If you have used [#F2% | or [3£2% ] as the opening words of your letter use I'ﬁilgj or I'ESZEIJ or I'.,gEIJ
to close it.
If you have used [Hili§] or [2E%] as the opening words of your letter use rE’?J to close it.
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Basics of Writing a Postcard
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* Your address should be written on N

BOTH sides of the postcard
Writing Envelopes
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Points on writing the receiver’s address
@ Do not omit any part of the address, including zip code and prefecture.

@ Overall, the name of the person you are sending it to should be
written in larger letters than their address.

@ The company where the receiver is employed should be written in
large letters in the center of the postcard.
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