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For you, about to embark on your job hunt

Career planning is an ongoing process of self-exploration. It is not just about job hunting
activity, but is also an important process to understand who you are. Your personal
characteristics play a critical role when making career planning choices, and therefore self-
assessment is an essential part of your career planning. What are you seeking to accomplish
in your career? How do you want to contribute to society? Ask yourself questions to figure out
who you are, where you want to go - it is a continuous process as it evolves and changes over
time.

In this era of rapid change, APU student are highly regarded by many recruiters out there,
as you are all committed, well-equipped with skills and knowledge, and ready to take on
the challenges of the world. Making a career decision is never easy, however, finding right
opportunities involves more than a search of job boards. Use all the sources of information in
your environment to support you in this process. The Career Office is here to help, so we hope
you make the most of it.

Believe in yourself and let your faith lead you to success. Good luck and enjoy the journey!

APU Career Office

Career Handbook 2020
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I. What is Job Hunti
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The General Job Hunting Schedule for APUers.

[Fall Graduation

ss820.4d Buuny qopr

[2019 | 2020

| April | May [ June [ July [August S ber| October | November | D [ January | February
Understand the Job Hunting Process Prepare for each step Final preparation
—Attend job hunting guidance on campus —Self-assessment —Prepare Entry Sheet
Find own appealing points (qualities, strong points) —>:2dtustgyr<cortnpq?y reseach _.Considerichoose
—Self-assessment —Eniry Sheet wriling companies to apply to

—Practice for written

Find own position in the society examination/aptitude test —Complete practice
—lIndustry/company research —Mock interview/practice for for written exams or
—Application to summer internships group discussion aptitude tests
—Career discussion with senpai in the workforce

published on job information/
search websites

6/1 Internship Information is>

Summer internships

Fall/Winter internships >

Spring internships

Job Hunting in Your Home Country (China, South Korea,

[ on-Campus Recruiting

(9] Vietnam, Indonesia, Thailand)
2 Job Hunting Prep Workshop: Self Assessment
) Job Hunting Prep Workshop: Selling Your Best Self Job Hunting in Your Home Country (China, South Korea,
[ Through an Online Job Aptitude Test, Know Yourself and Vietnam, Indonesia, Thailand)
= the Job that Best Fits You Job Hunting Prep Workshop: Self Assessment
: . i < Through an Online Job Aptitude Test, Know Yourself and
2 Lo i Fop s osearcin nsires
=H SPI J Aptitude Mock Test Job Hunting Prep Workshop: Researching Industries
(7] apanese Aptitude Mock fes Utilize Nikkei for Your Job Hunt
(] Internship Guidance . SPI Japanese Aptitude Mock Test
73 Internship Business Manners Guidance Job Hunting Prep Workshop: Interview and Group Discussions
Joint Company Internship Seminar Internship Guidance .

(2] Pursuing Higher Education Guidance Internship Business Manners Guidance
_g Industry Research Seminar from Industry Representatives EursulngSngher Edléca"‘"? GLgd:lnce :
S Seminar on Working in International Cooperation O?][?:earm:urglgzrcrzninegnpal and Alumni
(o) Career Seminar by Alumni 1-Day Intensive Job Hunting Seminar
-

| Individual consultations at the Career Office

|Spring Graduation

2019 | 2020

April [ May [ June [ July [ August [ September| October [N ber | December | January | February
O Understand the Job Hunting Process Prepare for each step Final preparation
o —Attend job hunting guidance on campus —Self-assessment —Prepare Entry Sheet

Find own appealing points (qualities, strong points) :Er?tl:s‘rsyrﬁgtnveﬁ:r{ reseach —Consider/choose
—Self-assessment y 9 companies to apply to

jJoddng s,2010 J931e)

Find own position in the society
—Industry/company research

—Application to summer internships

—Career discussion with senpai in the workforce

—Practice for written
examination/aptitue test

—Mock interview / practice for
group discussion

—Complete practice
for written exams or
aptitude tests

published on job information/
search websi

6/1 Internship Information is>

Summer internships

Fall/Winter internships >

Spring internships

Job Hunting in Your Home Country (China, South Korea,
Vietnam, Indonesia, Thailand)

Job Hunting Prep Workshop: Self Assessment

Job Hunting Prep Workshop: Selling Your Best Self
Through an Online Job Aptitude Test, Know Yourself and
the Job that Best Fits You

Job Hunting Prep Workshop: Researching Industries
Utilize Nikkei for Your Job Hunt

SPI Japanese Aptitude Mock Test

Internship Guidance

Internship Business Manners Guidance

Joint Company Internship Seminar

Pursuing Higher Education Guidance

Seminar on Working in International Cooperation
Career Seminar by Alumni

Industry Research Seminar from Industry Representatives

| On-Campus Recruiting

——

Job Hunting Prep Workshop:

the Job that Best Fits You
Job Hunting Prep Workshop:

SPI Japanese Aptitude Mock
Internship Guidance
Internship Business Manners

On-Campus Recruiting

Job Hunting in Your Home Country (China, South Korea,
Vietnam, Indonesia, Thailand)

Through an Online Job Aptitude Test, Know Yourself and

Utilize Nikkei for Your Job Hunt

Job Hunting Prep Workshop: Interview and Group Discussions
Pursuing Higher Education Guidance

Career Seminar by Senpai and Alumni

1-Day Intensive Job Hunting Seminar

Self Assessment

Researching Industries

Test

Guidance

| Individual consultations at the Career Office

% The process above is the general job hunting schedule. Recruitment schedules and screening methods vary by company / organization.
% The above schedule is subject to change. Please check for updates regularly on Campus Terminal and Campusmate Web.

4
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% For students graduating in September 2020 and March 2021

| 2021
March [Aprii  [May [June [July [ August [ September[ October [ November| December | January | February[ March [ April
Recruitment information is published o) o o
—Start of "pre-entry” on job information/search websites = g_ g_
—Job postings available on APU Career Office's website g. o w
O Q
T s |3 3
—"Pre-entry"/entry sheet submission S g o
14
Company information sessions, written s
examination/aptitude test, interview, job offer, etc. °
j a
1-Day Intensive Job Hunting Seminarl
VISA
?uidanoe
for fall
graduates
pa AN
S 7
Work visa application
Status of residence change application
| 2021
March [ April  [May  [June [July [ August | ber | October | November| December | January | February] March | April |
Recruitment information is published o ) o
— Start of "pre-entry" on job information/search websites g_ o g_
—Job postings available on APU Career Office's website o g_ ©
=] ) Q
"Entry" g "6'. 5.
—"Pre-entry"/entry sheet submission o = ®
@
=
Company information sessions, written g
examination/aptitude test, interview, job offer, etc. 2
=l
j ‘<
1-Day Intensive Job Hunting Seminar
VISA
guidance
for spring
graduates
ya AN
S 7

Work visa application

<~

Status of residence change
application

Career Handbook 2020 5



I. What is Job Hunting?
~4 ¢

The Application and Selection Process

The job hunting schedule as directed by the government is the same as the previous year in which companies
start conducting company information sessions and accepting "entries" from March, and the selection screenings
such as interviews begin from June. However, the reality is that many companies are conducting hiring activities
much earlier than the schedule dictates. Therefore, for each company that you are interested in, be sure to
research beforehand the selection screening schedule and build a habit of gathering information early.

It is crucial that you complete the preparations such as company research, self-assessment, practicing
writing Entry Sheets and studying for written exams before recruiting begins as proper preparations have a
huge impact on future success!

Flow of General Recruiting (referred to previous year)
% applies to companies in the Keidanren

General recruiting usually starts out with doing “entry” in which you first indicate your
initial interest in applying for the company. Most companies now follow a two-step
application process with “pre-entry” and a formal “entry.” Only through doing “pre-entry”

“Pre-Entry” Begins
Receive info, on Entry
Sheet (ES) submission

and company
recruitment seminars

will you receive information regarding the recruitment schedule and screening process
of the company. It does not necessarily mean that you have committed to applying to
the company. Therefore, we recommend doing “pre-entry” for all companies that you are
initially interested in, whether or not you have decided on proceeding with the selection
screening. “Pre-entry” for most companies in Japan is done through major job information
sites such as Rikunabi or Mynavi. Once you have then submitted the application,
oftentimes an Entry Sheet (ES), you will have then formally completed your “entry” to
apply to the company and begin the screening process.

Entry Sheets (ES) are usually acquired in the following ways:

(1) Registering for a personal “MyPage” account on the company’s homepage.

(2) Received from the company by mail or e-mail.

(3) Given to you during the company recruitment seminar to be submitted on the day of
or at a later date.

Attend the seminars
Submit ES
Take the Web Test /
Written Exam

Written exams and/or Web Tests are often a part of the screening process in general
recruiting. Many exams exist, such as: SPI, GAB, CAB, SCOA, Uchida-Kraepelin psycho-
diagnostic test, TGWeb, etc. Depending on the company, you may be asked to take one
of these tests or a company original one. If you are taking a Web Test on a computer,
please be sure to check your computer settings beforehand as test settings may not be
compatible.

Proceed in the selection

In recent years, there has been an increase in improper conduct such as substitution of
exam candidates in regards to taking these tests. As a result, more and more companies
now conduct another written exam immediately prior to the final interview to check for
discrepancies between scores. If they find major discrepancies between your scores,
please be aware that you may then be dropped from further screening as a result.

screenings
Written exams, interviews
group discussions,

etc In regards to interviews, depending on the company, multiple interviews may be conducted
. before a job offer is made. Therefore, please confirm beforehand the selection process of
each company in managing your schedule.

* Companies may also contact you using an anonymous caller ID. Make sure to set your
phone to be able to receive anonymous calls.

Once you have successfully passed all steps in the selection process, you will receive the
job offer (called rpq ,;EJ or W\]/‘?EJ ) from the company. Once you have received the job
offer, make sure to report it to the Career Office through completing the Job Confirmation
Report. Refer to p.72 (Confirming Your Career Choice) for more details.

Informal Job Offer

When you receive the job offer and have accepted it either verbally or in writing, it becomes a legal commitment. Therefore, please think
carefully of plans in job hunting before you give an answer to the company.

*Please note that companies not listed with the Keidanren will follow their own schedule which may vary from those stated above.

B  Career Handbook 2020



I. What is Job Hunting? >:

On-Campus Recruiting and General Recruiting

APU students have the privilege to undergo two types of recruiting: general recruiting and On-Campus

Recruiting (OCR).

On-Campus Recruiting (OCR)

General Recruiting

sainjes

Selection process exclusively for APU students.
Reservation process to participate in these
recruiting seminars is easier compared to
attending seminars held in Tokyo, Osaka, etc.

No additional cost for travelling and accommodations
as all sessions are held on campus.

Since these recruiting seminars are held for small
numbers of people, you can communicate with
recruiters easily in the Q&A sessions, etc.

If your application is accepted, the entire screening
process until receiving the job offer may be shorter.

You will have access to companies that may not
visit APU for recruitment.

You will be able to apply to a lot of companies and
face interviews in one trip if you go to a city like
Tokyo, where a lot of companies are located.

You will need to register online to participate,
either through the company website or through
a recruitment information website (this can
be difficult as open spots for more popular
companies fill up very fast)

You will need to find ways to work around your

class schedule.

The vast majority of companies don’t cover
transportation expenses except for the final
round of the selection screening.

Register via Campusmate Web.

% Details about On-Campus Recruiting schedules
are posted on Campus Terminal and Campusmate
Web.

Register via the company website or other job
hunting information websites.

Research open job postings online and apply
directly to companies through their set application
process (either by phone, e-mail or registering
with job hunting sites).

ajedioned
0} MOH

Professional Code of Conduct for OCR

Companies participating in On-Campus Recruiting do so with the purpose of hiring specifically APU
students. They see in you unique abilities that only APU students have, such as the potential to work
on the international stage. Alongside those high expectations, companies take the time to participate in
OCR as they have put great trust in the university as a whole. You then hold a unique advantage in job
hunting through OCR, but you also hold great responsibility. How you conduct yourself has an impact
on the level of relationship between companies and the university.

Unprofessional code of conduct such as numerous cancellations without prior notice, late arrivals, etc.
damage the level of trust between companies and APU and may affect company participation in future
OCR. Therefore, please be responsible and keep to a professional code of conduct so that OCR may
continue in the future.

When Taking Part in OCR (Important!)

Please be sure to contact the Career Office if you find out you are unable to attend an event after
finishing registration. If it is before the event registration deadline, you may cancel your registration
online via Campusmate Web yourself. However, once the deadline has passed, please contact the
Career Office directly.

Attend all OCR events in formal business attire unless otherwise specified.

While the venue for OCR will be on APU campus, do not participate in OCR like you are attending
classes. Treat it with the same level of professionalism as you would be attending off-campus selection
screenings. Therefore, refrain from cancellations without prior notice, arriving late to the venue, eating/
drinking in the venue, etc. Instead, maintain a professional code of conduct such as removing your
hats, mufflers, jackets, earphones/headphones, etc. before entering the venue of an OCR event.
Please be advised that once you have received and accepted a job offer from a company, you will
not be permitted to continue activities in OCR.

Career Handbook 2020 7



I. What is Job Hunting?
~4 ¢

8

The Flow of On-Campus Recruiting (Example)
On-Campus Recruiting is usually conducted as shown below.

Gom

any Recruitment Seminars
Selection Screenings

Announcement on Campus Terminal/
Campusmate Web

The details such as date, content, etc. of companies

who are participating are posted on Campusmate Web.

% Refer to p. 13 on how to research the details on
Campusmate Web.

Registering for the Event

Confirm the details of the event and register on
Campusmate Web. Pay attention to what is written
in regards to required documents and application
deadlines.

Participating in the Company
Recruitment Seminar

These seminars will be held on APU campus.

% If you are interested in applying for the company
itself, be proactive in attending their recruitment
seminar.

Undergoing the Selection Screenings

(written exams, interviews, etc.)

Part of the selection screenings will be held on APU

campus.

% Some companies may conduct document
screenings beforehand, and others may have
specific target audiences they are looking to hire.
For those who pass the selection screening held on
campus, further selection screenings will proceed
off campus such as at company headquarters.

Receiving the Job Offer

% Refer to p. 72 for more details.

Career Handbook 2020

Joint Company
Information Sessions

Announcement on Campus Terminal/
Campusmate Web

Registering for the Event

Participating in the Joint Company
Information Sessions
You are able to attend up to 4-5 company
information sessions per day out of the
10-20 companies in attendance.

Participating in the General
Selection Screenings (off campus)
and Receiving the Job Offer

Joint Company Information Sessions
+ Selection Screenings

Announcement on Campus Terminal/
Campusmate Web

Registering for the Event

Participating in the Joint Company Information
Sessions + Selection Screenings
You are able to participate for up to around 3
companies per day out of the 5-10
companies in attendance.

Participating in Further Selection
Screenings (off campus) and
Receiving the Job Offer

% Refer to p. 72 for more details.



I. What is Job Hunting? >:

Job Hunting with General Recruiting

There are approximately 4.2 million companies operating in Japan, and of these, it is said that
approximately 30,000 recruit new university graduates every year. Only a very small fraction of these
companies, however, use On-Campus Recruiting in their activities. Students who apply to companies via
general recruiting in addition to OCR will greatly improve their career opportunities. We strongly encourage
you to take advantage of this to ensure finding the company of your dreams!

Here we introduce three typical patterns of job hunting with general recruiting.

1. Applying on your own via a job information site
By registering with a job information site, you can search for jobs by industry, job type, etc. After finding
a job you are interested in, you would need to work through the application process on your own.

Comprehensive Job Information Sites (covering a broad range of industries and job types)

Rikunabi: Rikunabi, or U 27 F & is operated by Recruit Career Co., Ltd, and of all the job information
sites in Japan, posts the largest amount of information targeting new graduates. In addition
to looking up companies and information of company recruitment seminars, students who
register with this site also have access to a wealth of useful job hunting resources about self-
assessment, Entry Sheets, SPI exams, etc. https://job.rikunabi.com/2021/ (Japanese only)

Mynavi: Operated by the Mynavi Corporation, Mynavi, or ¥ 7 . Includes many small and medium
enterprises and start-up companies. Provides information on the yearly job hunting schedule
and allows registered students to do “entry” for companies and make reservations for
company recruitment seminars. https://job.mynavi.jp/2021/ (Japanese only)

Ko lwdL&s< L3 »o

Career +: Formerly known as the H#% &t i 7, Career+ (3 + U4 X 5t& ) is run jointly by Disco
Inc. and Nikkei Human Resources, Inc. As you would expect from Nikkei, Inc., Japan’s leading
provider of business and economic news, this site has a wealth of high-quality information,
including the latest news and information on companies and industries. Many major firms post
information on this site. https://job.career-tasu.jp/2021/top/ (Japanese only)

Wantedly: Operated by Wantedly, Inc., this is a new type of job information site that allows you to search
based on the features of the company that match your personal interests. There are job notices
from a broad range of companies, from leading firms, NPOs and NGOs, to newly established
companies. https://www.wantedly.com

Category Specific Job Information Sites

Mynavi Global Career: This website is for bilingual job seekers, targeting international students and those
with study abroad experiences. Some job offers are also listed in English.
https://global.mynavi.jp/

Qnavi: A recruitment site that focuses on companies in the Kyushu and Okinawa region recruiting

new graduates. https://www.gnavi.jp/ (Japanese only)

Recruiter System: This is a selection process that some companies now use where the HR manager
has young employees of the company contact candidates to set up individual meetings (usually from
a blocked number, so be careful of your phone manners!). The young employees will then hold the
meetings to get to know the candidate and to discuss more about the company. In some cases, you
may not touch upon anything directly related to the hiring process. However, the impression that you
leave will be passed on to HR and evaluated. Therefore, always bear in mind that even talking to a
recruiter is considered part of the selection screening for job hunting.

Internships connected to hiring: In recent years, there has been a trend of companies granting
students privileges in selection screenings such as skipping the first interview due to their positive
performance during the company’s internship. Take care during when participating in an internship as
your performance may have an impact on future hiring with the company.

Career Handbook 2020 9



=> I. What is Job Hunting?

2. Registering with a website that sends job offers from companies

This service allows registered users to upload a profile and register information about themselves for
companies to browse. Companies then contact candidates they are interested in. This job hunting
method is more about finding a company that wants you as opposed to you finding a company.

OfferBox: Through this site you can upload not just written material but also photos and videos, making
it a great medium to freely get across information of your skills and talents. Over 1200 leading
companies, from major to foreign firms and start-up companies, contact candidates they are
interested in to attend special selection screenings and matching events. http://offerbox.jp

JOBRASS New Graduates: This candidate-matching site allows students to search for companies and
vice versa. Companies send specific offers to students they are interested in
and students can alternatively send their profile directly to a company they are
interested in. https://jobrass.com/gakusei/SCST00101

3. Meeting through events

Meeting through events is a great way for students to actually meet company personnel and talk with
them directly. A more personal approach than the indirect methods offered via job hunting sites and
magazines. There are a large number of various events held throughout the country.

Joint Company Information Sessions (Mynavi EXPO, Rikunabi LIVE, etc.)

Joint company information sessions provide opportunities for both students and companies to meet under
one roof. One of the benefits for you in participating is learning more about jobs and companies you were
previously unaware of. Less than 30% of students actually enter the company that was originally their
number one choice. Majority of students decide on companies they encounter during their job hunt. We
recommend that you actively participate to give you a chance to expand your network and options.

Gosetsu.com: A website to search for the different events being held around Japan.
https://www.gosetsu.com/2019/

Boston Career Forum

- One of the world’s largest job fairs targeting Japanese-English bilingual candidates. Over 3 days,
approximately 200 companies from different industries attend and hold selection screenings such as
interviews with the possibility of presenting job offers on-site. These career forums are not only held in
Boston, but also held in London, Shanghai, Tokyo, etc. (website: https://careerforum.net/en/)

Tokyo Career Forum

- One of Japan’s largest job fairs held in Tokyo twice a year, winter and summer, for bilingual candidates.
This is highly recommended for students who had a late start to job hunting due to studying abroad or are
pursuing a second round in the job hunting season. Besides information sessions, you are able to interact
with companies through interviews, seminars, reception parties, etc. and have the opportunity to also
receive a job offer. (website: https://careerforum.net/en/)

Gyakukyujin Festival

- The opposite type of job fair where students set up their own booths and wait for companies to approach
them for one-on-one interviews. If the company takes an interest in you, they will then approach and “scout”
you for hiring. (website: https://www.studenthunting.com/gf/)

Points of Caution:

Some of the more unpopular companies with a high employee turnover rate are also present during these events,
so do your company research beforehand and be aware of which company you are applying for.

The selection screenings can be fast paced and lead to a job offer quickly. You may sometimes be required to give
your decision straight away on whether or not to accept the job offer.

Stay in control! Avoid being swept up by the job hunt in attending these events. Use the tools available to you
wisely so you may join a company on your own terms and not theirs.

10 Career Handbook 2020



I. What is Job Hunting? > ,

Career Office Support

We at the Career Office organize a variety of events to support students in their job hunt. Below is a list of the main
events that we hold throughout the year. Please be aware that you need to complete your Desired Employment
and Career Path Registration (DECPR) on Campusmate to be able to view and register for these events. The
next few pages will include how to use Campusmate and register your DECPR. You may edit your status anytime
your career plans changes. But please keep your status up-to-date so we may organize new events to further
support you on your career path.

On-Campus Recruiting (OCR)

This is a unique system in APU where companies target APU students and hold recruitment seminars and part of
their selection screenings, such as written exams, interviews, etc., on campus. They are organized into “company
recruitment seminars/selection screenings” where companies hold both recruitment seminars and selection
screenings, and “company information session/joint company information sessions” where only seminars/
information sessions are held. There is greater hiring opportunity with these companies as they have taken the
time and effort to come to APU with the intention of hiring APU students, so make good use of this system.

Joint Company Research Seminars + Selection Screenings

Numerous companies from various industries gather and simultaneously hold recruitment seminars on campus.
The biggest merit of attending this event is that you will get to meet not only companies that you are interested in,
but also learn about other companies/industries that you may have not known before. Participating with an open
mind will allow you to discover new career options and opportunities for your future.

Furthermore, generally every year, before summer vacation, we organize opportunities in which you can participate
in research seminars and selection screenings on the same day.

Company Recruitment Seminars

The job hunting season is becoming earlier every single year, so it is important to start exploring your options in
industries/companies at an early stage and researching more into those industries/companies. Representative
companies from various industries will attend, so take initiative in gathering information, prepare yourself for the
selection screenings, and think about your own future.

On-Campus Recruiting Startup Guidance

Leading up to the start of On-Campus Recruiting in February, this guidance covers last-minute advice and
information on how to make the best use of OCR. Many previous APU students have improved their job hunting
performance and received job offers through OCR. However, there have been students who still struggled in it
due to lack of preparation. Therefore, we will be helping you prepare by sharing the secrets to success in what
companies are looking for. It is thus crucial that you attend this event.

Career Adviser Meeting (CA Meeting)

APU graduates currently actively working in their companies are invited back to APU as Career Advisers (CA)
to share their job hunting and work experiences with you. It is a great opportunity to gain advice and create
connections with the alumni for your own future.

F+UAL by SCA

Student Career Advisers (SCAs) organize a workshop/seminar/networking event for current students to learn
about the necessary knowledge/skills they need for job hunting. SCAs are current senior students who have
already completed job hunting and obtained job offers. The goal of this organization is to pass down their current
knowledge and experiences to the next generation of job hunters so that the next generation may succeed in their
own job hunting endeavors. This event provides an invaluable opportunity for you to get advice from your fellow
peers and also network with other students.

Career Handbook 2020 11



=> I. What is Job Hunting?

Self-Assessment Seminar

Assessing yourself to understand who you are in order to decide your future. This is the crucial first step to job
hunting as you need to organize your priorities and understand your personality so that you may know what options
are out there for you. Once you have achieved that, you will be able to make wise decisions and take meaningful
steps in job hunting.

How to Write Entry Sheets / Rirekisho DhElx
For job hunting in Japan, the first thing that recruiters learn about you is through your Entry Sheet and/or [EfEZ
(a Japanese resume, hereafter referred to as “rirekisho”). What you write then decides whether or not you will
proceed in the selection screening. This workshop then works to help you put into words how you stand out as a
candidate. You will learn to identify your best skills and strengths and be able to present the best version of yourself
in writing.

Group Discussion (GD) Strategies Seminar

In recent times, more companies are starting to use Group Discussions (GD) in their selection screenings. GDs
are one of the hardest screenings to prepare for and one that a majority of students tend to be most worried
about. Others assume that their experiences in class will have sufficiently prepared them for GDs, but that is not
necessarily true. This seminar will provide important information on how to succeed in a GD and ways to enjoy that
experience together with your fellow job hunters.

A Useful Guide to Interviews

The one thing that you cannot avoid in job hunting is interviews. Through this seminar, you will then learn about
what an interviewer looks for and how you can prepare in advance. Work with your peers to prepare yourself and
learn strategies to be able to speak with confidence during your interview.

For more details on these events, please visit the Career Office website and make a habit of checking Campusmate
regularly for new updates. You may also check the Career Office Facebook page or ask at the front desk during
office hours.

Registering your Desired Employment and Career Path Registration (DECPR)

All students who are going to be building their careers are required to register their DECPR. Only
through registering may you gain access to all the information about events available to you in APU to
assist you in your career planning. Some events allow participation without prior registration if capacity
allows, but not all events. Therefore, in order to ensure your space in the event, we highly recommend
completing your DECPR.

To register, log in to Campusmate Web = select Desired Employment and Career Path Registration in
the menu on the left = fill in the necessary details

Whenever you make changes to your career plans, we kindly request that you update your information
on DECPR. That way, we may have a better idea of what career planning support you would like from
us at the Career Office.
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Campusmate Web

To support students in their job hunting, the Campusmate Web Job Hunting System is designed as an
exclusive APU system that allows you to research career-related information at APU, inform us of your
career plans, etc.

How to Use

(1) Registering, changing, and reporting your career status
Before you start taking steps in preparing for your post-graduation career, you need to complete your
Desired Employment & Career Path Registration (DECPR), and update it anytime you change your
career path. Once you have confirmed your post-graduation placement, you can then report it under
Job Offer & Determined Career Path Registration. Please remember to complete your registrations
as you may not be able to receive career support from the Career Office until you do.

(2) Registering for On-Campus Recruiting, job hunting guidances, events, etc.
You can register and cancel your registration for the various seminars and events such as company
information sessions/selection screenings through Campusmate Web. Information about the
participating companies, etc. are also available there.

(3) Researching internship information
You can research internship opportunities with companies/organizations that are looking to recruit
APU students.

(4) Browsing through senpai’s Job Hunting Reports
Read about the job hunting experiences of those students who came before you. You may find some
important information on the selection processes of certain companies and what kind of questions
are asked at interviews (for more information, see p. 14).

How to log in
1. You can access Campusmate Web through our home page (http://www.apu.ac.jp/careers/) or Campus Terminal.

- ooe &% ]

APU Campus Terminal W

vma | BRAR | oia

+=.. Career Office i )

Ante-rRm-R

e

==n

(= Campusmate Web
(aPU) (Campusmate Web)

Event Info

2. On the main screen, you can look for
any job hunting info through the Job
Hunting Menu.

o ———

To find more information on each : L —
event, please refer to the Campusmate T _
Web Manual on the Career Office e ‘ SRS SRR |

- e—

website by clicking “Career Events and
Lectures” — “Guidance & Seminars” in
the menu bar on the left.

MmN
BERE FRER
UmArnEYR

P IR R B
rin®
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Using Job Hunting Reports

Job Hunting Reports are records filled with valuable information on various company’s recruitment
processes left by past students who have finished job hunting. Insider information on the selection
screenings, what kind of questions that appear on the written tests, what kind of questions that are
asked in interviews, etc. is available for you to access to help you with your own job hunting.

Some records also include the student’s contact information such as telephone numbers and e-mail
addresses. As such, you can get in contact with them directly to request visits or ask for advice. We
currently have 400 entries on record, so make good use of this resource!

Words of Caution:

- The use of personal information for purposes other than job hunting is strictly prohibited.

- Sharing this information with friends and other third parties, both inside and outside APU, is strictly prohibited.

How to view Job Hunting Reports

-

. Click on the “Campusmate Web (APU)” link in the right-hand menu of Campus Terminal.

_APU Campus Terminal
o | WRmE | wonia
T
etk ——
TR} T
T

TAK] S T RN AL Canee > Bt S Sorseniy o tion- b fih
et} BB

B} L of Abserce bbormetion,” S5 FARROER)
WSk oy of Ullckbcard Sorver (i O VT
WSk}

& Exhiiton n t e it AP e sk 11/ TR 0 CRLEST (Y PR M 2ooey P B0 |
TR S, T TR B T S L5227 2B T | “Fmtafeation o o kel wea in Bapen ™ B
Wark 11 pactiipate i Pty oo n HE0 /BT 4= LT ICEMLTAR A1

LR AR £ 5 Semsin b Fmratiral St = Crareiy Ve Vi Tt =]

Ivstion for AHDO MERDILIG Horer Price Fubic intarvies ETTREER (0006
Firmmacrtcs arel barbacisms e protobbad o2 Mocthgatarma and Sekincs Beach BT8R T §

B TR

TRl ORI T RS BN BT T

2. Log in using your APU user ID and password.

- Enter your own APU user ID and
L e A Tie e password to log in.

P 2 If you select English at this point,
the display language will switch to
English .

LAk =l

14 Career Handbook 2020



I. What is Job Hunti ]

3. Select “Job Hunting Report ” in the menu on the left.

CaMPUSIManE

Ermc.- ARSI
T
!I_T;l"h’hﬂ‘i-" o B IR A

—— —

S

A default value is entered in the “Academic Year” field. You can
enter a different value manually if you wish. If you leave this field

AN blank, it will search for information across all academic years.

O rorx®arasy o TmEy O rorrevanas [ axveesug
e O meaEvs b o

You can search for your preferred “Industry” and
“Company Name”.

£, TN

= D

5. Job hunting information items matching your search terms will appear. Click “Select” to open the page
with details of the company and the student who was selected.

Click m if you wish to view the Job
Hunting Reports as a PDF.

EAe A - | DaEYs o [
PUTARRYS L L L]

F T [T T werETs L [ .
LBR | smueiss PO -vosansosm | FOTIRIRS w L .
AR WEAR FUTEFNFS i s .
meaETY b Ll .

] L1 m .

FUTATRTS ‘m m .

s P " .

A FUTEPRYS L] L ] -

RIRERE N0 S, ISR, RS DR e

aE:

Career Handbook 2020 15



I. What is Job Hunti
=P > | Weatisdophuntng?

6. The page with details of the company and the student who was selected will open. Scroll to the bottom of the
page to open the attached PDF file to view the selection screening details, contacts, etc.

B, o o

If the author has consented to the
release of their personal details, their
student number and name will appear
here.

Scroll down to find an attachment
(PDF file) titled Job Hunting Reports.
Here you can view selection screening
details, contacts, etc.

SRATWEmL

[Tt

;e
T
e = ﬁﬂm
L LT Er
BEEN- EDR
me ¥

7. Make good use of the Job Hunting Reports!

] e

[ g cenn tefhe Wmiow

If the author has consented to

N . - o zesm
having their name released, it will i ) [~aewsas T A ik ek TW]  RaNEE O ON

be shown here.

=
If you WISh to arrange an alumni
visit, or have any questions, you
may contact the author if they
have provided their telephone :
number / e-mail address. t

There is also advice on
the costs involved in job
hunting, attending classes,
and records of job hunting
activities as a whole.

ampmnasay

FresrmT = Nerreee 1 veare Bed

entry dates and methods of the
author’s employer, and about
the process and content of their
written tests and interviews. TR

FHEEh . 27 IREN=
~ThY, EndvnTatkitid
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Highered Global Career Platform

A platform with various career development information and opportunities for those who are looking to
build a global career, to work outside of Japan, or to gain experience in an international workplace

How to Use

The Career Office is pleased to introduce our Highered Global Career Platform (Highered for short)
of the European Foundation for Management Development (EFMD). Gain access to a wide range of
internships, trainee positions and job opportunities available from companies around the world and
updated daily. In addition to these global opportunities, you also have access to a self-assessment tool
that gauges the level of key competencies you possess which are desired by most global companies.
Please be reassured that these self-assessment results are available only to you. Webinar series on
various topics are also at your disposal to help you develop your career in a competitive job market.

1. Click on this sidebar below on the Career Office website.

l » APU Official Homepage b Campus Terminal
Shape your world

‘A‘Ru * Contact Us
) b Langusge: H#E
e, Career Office e

Career Events & Lectures
Job Hunting Guide

Internship Guide

Future Employers

_ Event Info .
(Campusmate Web)

On-Campus Recruiting List of Attending Companies / How to Apply
Job Hunting Oct 29, 2019
Handbook New Job Hunting Support Services Available in the Kansai Area (update)
May 2, 2019
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2. Click on the banner to access the platform

. » APU Official Homepage b Campus Terminal

Shape your world

AR S
., Career Office e

Custom Search

Career Events & Lectures HOME : Job Hunting Guide > Highered Global Career Platform

IR EE Highered Global Career Platform

Job Hunting Handbook

Job Vacancy Information

' IGHERED |
Highered Global Career > ' -};!m Global Carces Serviees
Useful Job Hunting
Websites
Contacting Alumni

Job Hunting Records

Career Office Reference

Room The Career Office welcomes you to sign in to our Highered Global Career Platform (Highered for short) of the
European Foundation for Management Development (EFMD). Gain access to a wide range of internships, trainee
Absence from Class due positions and job opportunities available from companies around the world and updated daily.

to Job Hunting Activities
In addition to these global opportunities, you also have access to a self-assessment tool that gauges the level of

P S kev competencies vou possess which are desired bv most alobal companies. Please be reassured that these self-

3. Explore the platform for career-related information and opportunities.

Search by title or keywords Q
T Employment type* Degreetype~ Education fields+» Locations= Sectors~ Start= x Clear filters
POSITIONS = =
Find your dream job
2020 Asset & Wealth Management - Wealth Management Analyst Do you want access to positions that are unique to
Program - Full time (London) your school, and tests that will supercharge your
JEMorgan job search? Easily create a user with Google,
J.P. Morgan United Kingdom | London, UK Linkedin or Facebook today.

Apply before 24 November 2019

2020 Asia Pacific Markets Equity Research Analyst Summer
Internship Program in Tokyo

Tokyo, Japan

25 September 2019
Let's g

Cnomrsus™
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=> II. Designing Your Future

Self-assessment

Carrying out a self-assessment is the first step in the whole job hunting process. A self-assessment
allows you to think deeper about your personality and values. Your goal should be to identify career
opportunities that fit YOU the best. In order to obtain a job offer from the company you have dreamt of,
you will first need to know the inner you and the very things that bring out the best in you. Carrying out
a self-assessment will help you understand your strengths and weaknesses and get you thinking about
how you can best appeal to a potential employer — something that will also help you during the interview
process.

There are a variety of ways to carry out a self-assessment. The activity below is something you may try.

Work @ : A trip down memory lane (See p.21 - 22)

STEP 1: Write down your past experiences

Draw a motivation graph and write down your past experiences using the examples from Worksheet
(. As you write, reflect on “Why did | feel like that?” and “Why did | act like that?” Talking with family
members, friends, and those close to you about those periods that either raised or lowered your
motivation will help you discover aspects about yourself that you would normally not have realized.

STEP 2: Write down what you discovered from your past experiences

After reflecting on your past, identifying your interests, values and abilities, which interests, values,
abilities or skills do you think will benefit you during your job hunting? Which skills and aspirations do you
intend to improve on? Being able to answer these questions will help you identify yourself much better.

[V
STEP 3: Write these points into paragraph form to sell your application (E2PR)
Gather the points identified in STEP 1 and STEP 2 and use them to write something similar to a cover
letter. In Japanese, this is called E§=2PR (self promotion); you will often need to use this during your
job hunting. When promoting yourself in writing, be sure to make a strong statement about yourself
and give concrete examples and explanations. It will be easier for the reader to understand if you write
using the order of (D situation, @ what that made you think, ® how you acted and @ outcome/
results.

You can include quotes, phrases, and sayings by famous people given that they apply to the point you
are making. Use your personal experiences to elaborate such statements about YOU.

As you start writing your Entry Sheet (ES), make sure to list the most important experiences in your
life, may they be positive or negative, including those that showcased your leadership skills or team
spirit, any challenges you faced and how they helped you grow, etc. This list will help you organize the
information you could provide in your ES for each different company.

Carefully decide which experiences you wish to share with which company by considering how those
particular experiences can contribute to a positive evaluation of you. Your goal is to convince the
interviewer that you are the one for the job, hence it is very important that you carefully pick the relevant
information from your past and the skills you have gained and polished throughout your university life.
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Worksheet 1) A trip down memory lane

STEP 1

Let’s look at your past experiences from different angles. Fill in the table below while focusing on
why you wanted to try those activities and what you intended to learn, if you succeeded in learning or
experiencing anything new.

Complete the Motivation Graph below

+100
High
Elementary Junior High Senior High University
School School School Present
Low
-100

Summarize your past and present experiences in the following table.

Junior high school and

Elementary school or younger high school

University

Main activities and
experiences

What influenced you
(people, books, etc.)

What made you feel

happy
What you succeeded in

What made you feel
sad / what you failed at
/ what made you feel
frustrated

What did you think
about your future
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STEP 2

From the table in STEP 1, identify the interests, skills and values you have had since childhood, the
activities you have been involved in, as well as those which changed significantly to write below. Also
think about common factors that were present when your motivation was high and again when it was
low.

Example : Outgoing and prefer challenges, Enjoy teamwork or being in groups, etc.

STEP 3
Let's be creative and use what we learned in STEP 1 and 2 to produce our éé PR (self promotion).
Write various versions for the different points that you want to express.

ééPR (Example)

What do you intend to convey : e“’g,’g 1 H75§‘7'J -tg%. I3k
Specific reasons and examples : gé%%n

Describe yourself fm EI#EEE)ELI‘JH?%%;‘;L%LHS‘_}:fé'lﬁl,}ﬁitth (situation), ﬂmz 493

BB AP A B E>T LI B8, ﬁmm fmﬂna* T4 AT ‘vfj/ldmb'ég_‘c
ﬁ?%it’h‘(bto 47 ’7|:|—/\/Lt,ci“ii;s7t,75m§7%‘é/\ﬁldk‘étm EFuRAEERT
Suc%/ﬁﬁbibt(what made you think), FFIL SRR AL — ﬂe/mfzﬂ:utfftm G~

ThoHlx  IZE D

//\—I~+ ?E’DH JR %uﬂ*%/\tdﬁbbibtg 7F37—1ToUW T Hl:va ENAXER R

ﬁzz% Zé%i_z zf&%lﬁr’és:‘c—(uz—ﬁﬁwzim a5417n$75~w23uﬁ73¥$7+—(

thht%(

Ui L. LR E L, €0 @ TOEFL ZLZ 37 % 400 EAHL 500 e-;—nm:m

u7ﬁﬁ »IHC LbhA

ehTtEELE, %ﬂT&éx‘#ﬁ"’"‘T ¢F‘]7‘J‘/"7l’£ﬂ%%é‘§’&% I+ (your actions). % ‘(lf.tﬁ ETOTA

LEn

A1y aiHLR—er7xC. t‘?:"’e‘ﬂ'l;‘( ET3HIIT7xNFEL T, (results / outcome)

~

Have you clearly pointed out the things as you planned? Do the examples highlight the unique
factors about you and sound impressive enough to a recruiter/interviewer?

EEPR

What do you intend to convey :

Specific reasons and examples :

Describe yourself :
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Work @ : Your Career Vision: O years from now (See p. 24 - 25)

STEP 1:Write down your career vision and think about its feasibility. What
should you do from now?

Common questions at interviews are specific ones related to your life and work, such as “What kind of

work do you want to do?” and “What do you plan to be doing 10 years from now?” To tackle this step,

first write down your career vision using examples from Worksheet @ on the next page.

After completing this step, categorize the items into three lists: the most important items, fairly important

items, and items that are not so important.

STEP 2:Write down your career vision: O years from now.

Based on the results in STEP 1, write down what you would like to be in the future.

You should be starting to get a clearer picture of what it is that you need to do now to get closer to

your future self. If there is anything that you can do now to achieve your vision, take appropriate action.

Activities that you undertake will reflect well in your job applications and interviews as you will be able to

say “l am putting effort in this now” or “I want to use these experiences towards developing my career”.
LIES &5 &

Using your Self-Assessment to formulate your ;EEEEj#% — (Statement of

Purpose)

As shown in the diagram below, your self-assessment is the basis for your statement of purpose. To

put it differently, if you haven’'t completed a thorough self-assessment, your statement of purpose will

lack conviction. You choose to apply to a company because of who you are, therefore having a deep

understanding of who you are, what motivates you, which connects to why you chose that company is

crucial to your statement of purpose.

Yourself from Yourself from

a subjective an objective
viewpoint viewpoint —> Company Industry
research research

Your

Yourself as viewed by a third person perspective of
Job Field

|
th Id
e wor Research
Self-promotion
= |
L

Statement of

*Once you have written down your past experiences and career vision, it does not mean you have
completed the work. Always try to take note of new discoveries and realizations about yourself and
add them to what you have already written down.
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Worksheet 2) Write down Your Career Vision: O years from now

Your career vision is your own goal, plan or path for your career in the long-run. Let's go through some
examples to help you start thinking.

(1) I want to do a job where | can cheer people up and support them.

(2) I want to do a supervisory job. | want to have the authority to direct people.
(3) I want to become a well-reputed specialist.

(4) | want to gain a high income and live a rich life.

(5) I want to have a healthy and financially stable life.

(6) I want to place importance on my private time.

(7) I'want to do a job that requires me to move around outside the office.

(8) lI'want to do a job that requires teamwork.

(9) I'want to do a job that needs my discretion.

(10) I want to do a job where | can feel that | am useful to society.

(11) 1 want to do various tasks. | want to continue to try new tasks.

(12) I want to create beautiful things in an environment where culture is esteemed.
(13) I want to make rules in a systematic method to accomplish a plan, etc.

STEP 1

Write down your career vision and consider how important it is.

Level of

Your future career vision .
importance
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STEP 2
Write down your career vision o years from now. You can decide the number of years (e.g. five years,
15 years). In order to accomplish your final career vision, what do you want to be doing in the process?

Work (Student life) Private life

* Study * Hobbies

* Improvement of skills « Leisure time

* How to work, etc. « Part-time job, etc.

Present

years
later

years
old

years
later

years
old
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Industry and Company Research

How many companies can you name? There are approximately 4.2 million companies in Japan, but
most people can probably name only a handful of those. Don’t narrow your future career choices just
to those companies you know. Widen your vision and start finding out more about other companies by
carrying out comprehensive company and industry research.

1. Broadening your Company/Industry Research
The companies that offer services or products that we connect with in our daily lives are called B

(Business) to C (Consumer) companies. However, there is a lot that goes on behind the scenes between
B (Business) to B (Business) before a product or service reaches the consumer.

Finance Manufacturing, Circulation
T TTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTTT 1 and Trading (product flow)
' . L . T T -
1+ | Loans/Credit: | | Securities: Insurance: Banking: | : |
1 1 . 1
. Credit, Leases, Securities Life Insurance, City Banks, Regional Banks, | ! ' Raw Materials: '
N '
: Hom.e Loans, Company Property and Qred\t .Unlons., S.tate-run : : Agricultural and Marine :
N Credit Sales (Brokerage) Damage Insurance Financial Institutions H : Products, Mining, !
R $ 0 s ! | ol Development etc. Distribution of | !
! Raw Materials: | .
'
: ‘ Import and Export :
Links with industries the | gorgpan;, !
, ' rading Firm
consumer doesn’t see (B to B) ' Materials Maker: H
'
'
i Steel, Non-ferrous Metals, :
1| Metals, Chemical Products, !
' Paper and Pulp, '
1| Petroleum Products, |
Service Industry Q 1| Textiles Distribution of '
e S A . ' Semi-manufactured| |
! ! ' Goods: '
' ' ' '
. . '
. Public Services: | ' Trading Firm, !
! ! ' Distributor 1
i Medical, Education, i ' | Finished Products: 1
! Social Welfare U : 8 !
' | . |Household Electronics, .
' ' : Consumable food products, '
H Transport: . 1 | Cosmetics, Furniture, Books, '
: port: : | | Cars, Machinery, !
i . N 1 I | Telecommunications :
1| Railway, Bus, Airport, ' | | Equipment, Electronics, .
! Logistics, Storage H N '
1 1 Consumer ' Transport Equipment, —__ . i
i h 1 | Industrial Equipment Distribution of | |
' i ' ! Finished '
. Tourism: ' ' Products: |
: Travel, Amusement, : Industries direct! : ‘ Trading Firm, :
: Sporting Facilities, : n L!S,:Iest I;:c y—’ : Distributor :
! Hotels, Restaurants ! VIcstI)n:u;ere 1 | Distribution & Sales: .
: and Eating Out \ (BtoC) | Department Stores, |
! ' ' Supermarkets, !
1 Real Estate: ! ! | Specialist Stores, Dealers '
' '
! Construction, House ! b e o e ccccccccmccmaaaa i
Manufact ; :
: anulactures, i Communication Industry
' Real Estate Companies '
| I b
v '
| | Public Infrastructure: Communications:| 1 1 | Mass Communication: Information Research: |
' " '
L) isit i il 1
| Electricity, Gas, Water, Telephones, [ TeIevn§|9n, News.paper, Consulmjg, Think Tanks, '
' . [l Advertising, Publishing, Information Research, 1
H Roads Mobile Phones I N i
' ' Movies System Development '
' I '
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For an instance, if it is your dream to “provide high quality stationary to customers”, stationary stores
aren’t your only option. You could fulfill your dream in the manufacturing or material making industries
as well. A student who likes books should look beyond publishing firms and into book stores, printing
and even the IT industry, dealing with the technology for digital books. In the preparatory stage of your
job hunt, don’t narrow your choices based on unfounded images. Broaden your company and industry
research with sufficient background information on options.

2. Doing Comprehensive Company/industry Research

Once you have narrowed down your preferred industry and company type a little, it's time to start more
in-depth research.

Let’s look at the banking industry for example. How do banks generate income? What kind of business
models do they have?

First, let's think about the type of customers banks have. Banks have two types of customers,
businesses and individuals. Businesses can be further broken down into “major enterprises” and “small
to medium-sized companies”. Individuals can be affluent or part of the general population.

Business strategies change according to the type of customer. And if business strategies change, job
content would also change.

It only stands to reason that business strategies would vary for each industry, and even for each
company. In order to fully grasp the meaning of this, it is essential that you carry out in-depth company/
industry research. The more you know about the characteristics of a company or industry, their current
business focus and outline, the more substantial statement of purpose you will be able to produce.

3. How to Look at Companies
The Career Office deals with many students wanting to know “what kind of things make a good

company?”, and “is such and such a good company?” Our response is that ‘a good company is one that
suits you’ and that “choosing a company that is right for you is important”.

In order to find a company that is right for you, you will need to carry out a job hunt that focuses on you
- what do YOU want? What thoughts and standards are you going to have as you embark on finding a
job that will let you grow and succeed as a member of society?

There are a lot of company and industry guides and rankings that are published. Use the following to
make your company and industry research even more comprehensive.

Example of Guide and Index Publications
NICES (A private sector multi-angular evaluation system):
This ranking was put together jointly by NIKKEI INC., NIKKEI RESEARCH INC., and NIKKEI
DIGITAL MEDIA INC. Companies are ranked after being evaluated in four categories; investors,
consumers and business partners, employees and society. NICES is an acronym for Nikkei,
Investors, Consumers, Employees and Society.
Current Profit Growth Rate (total of 1st and 2nd term comparative growth rates)
Dow Jones Sustainability Index
Nadeshiko Brands
Top 100 companies that are easy to work in for women
Family Friendly Companies
Top 100 Global Niche Companies etc.
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Gathering Information and Use of Databases

Gathering information is an indispensable part of carrying out industry and company research. Using the
internet to search for information has become the norm, but remember that this is very one-dimensional.
It is also important that you use newspapers, magazines and books, and also carry out some actual
‘legwork’ by visiting APU alumni who are working in the companies and industries you are interested in.

Be Smart when Gathering Information!

We often hear, “There is so much information
that | just don’t know where to start!” Don't just
write down a company’s management philosophy,
capital, sales, etc. Think about “the future of
the industry,” “company rivals,” and “working
environment.” This kind of information will give

Web-based
The internet provides a

wealth of information on
companies, industries
and latest job vacancies.

Paper-based

Compare businesses by using
research books, newspapers
and business magazines to
give you a more objective view.

Communication-
based

Enhance your company
research by actually going to
meet people who work in the
places you are interested in,
and listen first-hand to what
it's like to work there.

you material to write for your ES and talk about in
your interview. Figure out what YOU are looking
for in your job and make sure that it comes across
when you are job hunting.

1. Web-based
(1) Campusmate Web

You will need to be able to access Campusmate Web to gain information and apply for On-Campus
Recruiting and various other career events. Refer to on p.13 (Using Campusmate Web).

(2) Job Vacancy Information
APU students have access to job vacancies specifically for APU students as well as those vacancies
shared with Ritsumeikan University. For details, refer to p.35 (Information on Open Job Postings).

(3) Job Hunting Information Sites
You can of course also register to attend seminars not held through APU and apply for job vacancies
open to the general public. Some useful sites are: Rikunabi, Mynavi and Career+

(4) Company Homepages

Here you will find company and recruitment information.

(5) Library Database
You can access various databases from the APU Library Homepage (http://www.apu.ac.jp/media).
From the homepage go to “Digital Library” and then “Databases”. The following databases are useful
for researching companies.

Contents

Users can search financial reports, semiannual reports, and business reports of domestic listed and
unlisted companies. Company information (its performance, financial condition and cash flow, company
information history and other index), market information, financial information are also available.

Refer to p.30 (Company Research through eol ).

Nikkei BP Article | Full text versions of articles from approximately 40 journals from Nikkei BP, including their back
Search Service numbers.

Nikkei Telecom 21 is one of Japan’s largest online commercial databases. Its major services
Nikkei Telecom 21 | include full-text search in company information, personnel information, journals and newspaper
articles, including the Nihon Keizai Shimbun.

Cross-search through many media, such as encyclopedias, business authorities, and many
kinds of lexicons, just to name a few.

Database Name

eol

JapanKnowledge Lib
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2. Paper-based Research

(1) Newspapers and Business Magazines
Reading newspapers and business magazines is an excellent way to keep up with current financial
and business trends. Newspapers keep you up to date with current affairs and business magazines
analyze the latest trends and conditions in industries as a whole.
Examples of business magazines: Shukan Diamond (Diamond-sha), Shukan Toyo Keizai (Toyo
Keizai Shimpo-sha), Nikkei Business / Nikkei Business Associe (Nikkei BP-sha)

(2) Books

There are various types of books that can help you with your job hunting activities. Books on different
industries and companies, books that outline different job types, and books to help you prepare for the
SPI exams, interviews, etc.

Examples of books:

Company/Industry research—Kaisha Shikiho Gyokai Chizu / Shushoku Shikiho (Japanese Company/
Industry Handbook; Toyo Keizai Shimpo-sha), Sangyo to Kaisha Kenkyu Series (Industry and
Company Research Series; Sangaku-sha)

Written exams—Shijo Saikyo SPI & Test Center Chojissen Mondaishu (Sample Questions for SPI &
Test Center Exams; Natsume-sha), Hissho Shushoku Shiken [WebGAB/GAB Compact/IMAGES
Taio] (Succeeding in Recruitment Exams [For WebGAB/GAB Compact/IMAGES]; Yosen-sha)

Interviews—Zettai Naitei (Securing Job Offers; Diamond-sha); Ukaru Mensetsu Ryoku Yosei Sheet
(Interview Training Sheets; Nihon Jitsugyo Shuppan-sha)

(3) Company Pamphlets

A lot of companies issue pamphlets aimed at students who are job hunting.

Use the Career Office Resource Room!

A wealth of newspapers, business magazines, and other materials pertinent to your job hunting

activities are available for viewing. Furthermore, many students in the midst of job hunting also gather

in this area to do research allows for an ideal setting to exchange information with your fellow job

hunters.

* In order to allow equal access for all students, the resource materials, including newspapers,
business magazines, etc. in the Resource Room may not be removed from Career Office
premises. Please be considerate and return the materials once you have finished with them.

3. Communication-based Research

(1) Company Information Sessions
Learn about a company directly from HR personnel and have the opportunity to do Q&A at the end.

(2) Career Design Ill Career Seminars, etc.
The Career Design Il course in the APU curriculum features guest lectures from individuals working
in the corporate sector, giving students opportunities to think about their own work styles and planning
their careers. Furthermore, the Career Office organizes a wide range of career seminars, such as
company research seminars, Career Design College, and Self-Analysis Workshop. Other job hunting
seminars are also being held off campus by other organizations.

(3) Visiting firsthand
Check the products and services of companies that you are interested in by visiting the stores
personally as customers. This is important particularly for B to C (business to customer) companies.

(4) Contacting Alumni
Contacting APU alumni is a great way to hear firsthand the reality of working and the job. Refer to p.
36 (Contacting Alumni) for more details.
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Company Research through eol
Quick, simple and fast! Write a Statement of Purpose one rank above others!

The eol database lets you search company information and financial statements of approximately 5,000
companies within Japan. These financial statements, also called company reports, are public documents
produced by companies for external use. They offer an objective and reliable look into companies and
how they are running. All APU students can access this multilingual eol database (available not only in
Japanese, but also in English and Chinese). Compare the financial figures and information of competing

companies and use this information to write a strong Statement of Purpose!
*eol mainly covers stock exchange-listed companies. If you wish to research non-listed companies, we
also recommend using Nikkei Telecom 21. (See p. 28)

1. Accessing the eol Database
The eol database can be accessed via the APU Library website. From Campus Terminal, click on
“Academic” — “Library” — “Digital Library” — “Database” — “eol”

Log into the APU Library Website Choose the database you want to access

Shapa yaur warld

B ity O | Company News, finance

mail
Asin Pacifie University

s eol [J-E-C]
* Social Science Information Search [1]

« Nikkei Telecom 21 [1]

* Mergent Online North American Version [E]

feol [To_m [ e
P iy s U PRV P R T T Y
- = e N T
[
Search by company name rm— =
C " E=—T1== -

— : Company information \
S ————— displayed in easy-to-
. fl q read graphs
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Essential Points to Know

POINT 1

Understand basic accounting terms
Sb&BIFED
LS (Sales) — Total amount of revenue made from sales over one year period, which you can

b

]

\

judge the scale of the company and its work.

AVWELSDZE

= %I (Operating Profit) — Company profit calculated after deducting operating costs from
revenue, where you can learn how much profit the company is making

. with its business.
. f%“ %ﬁ =% (Operating Profit Margin) — An indicator of how effectively the company is operating.
 HERfAF %S (Current Net Profit) — Final profit for the current year. Loss is shown in red with a 2 key.
Amounts calculate foreign exchange gains, stock dividends,
interest, and capital gains / losses.

POINT 2
You will gain an even better understanding of the company you are researching for by analyzing their
figures from the last three years and comparing them with their competitors.

Example: Looking up Japan Airlines (JAL) on the eol database . . .

Company Name Japan Airlines (JAL) All Nippon Airways (ANA)
Fiscal Year 03/2017 03/2018 03/2019 03/2019
Sales (million yen) 1,288,967 | 1,383,257 | 1,487,261 2,058,312
Operating Profit (million yen) 170,332 174,565 176,160 165,019
Operating Profit Margin (%) 13.2 12.6 11.8 8.0
Current Net Profit (million yen) 164,174 135,406 150,807 110,777

-

Why is it that the sales for ANA are higher than JAL?

— Is it a gap due to unit price x customer numbers?

— ANA has been in recent years actively organizing low-cost carriers, would that have had an impact?

Why is the operating profit for JAL higher than ANA?

— While ANA may have a wider range of flights, in order to increase the efficiency of rider usage,
JAL focuses on establishing regular flights on the routes that they have, would that have had an
impact?

What goals are being set in regard to the management plans going forward?

— With aiming to fulfill the grand design of “reaching 500 major cities around the world” within 2020,
during the first half of 2020 they intend to implement international LCC mid/long-distance flights in
new underdeveloped locations around Japan.

% Such as what was written above, research data and facts about the company to bring to company
information sessions and visits with alumni who are current employees so you can answer any
questions that you may have and further refine your reason for applying for a company!

% To find out more about the eol database, please attend one of the eol seminars hosted by the APU Library.
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“Company Research Sheet” Example
Use the Company Research Sheet in your job hunting schedule book and start your research in your own styles.

© % %2 Company name

APU Corporation

KREKZ Ajia Ritsumei (President and CEO)

Name of company representative

H 7K 15 R Basicinfo

eSS FEEE (xPgRl - ER)
Year founded: Sales (*by business - by region)
s #IX5
Founder, Company History Division of stock
in 2000 370 billions
Listed in TSE First Section in 2010 (domestic : foreign = 60% : 40%)
TSE First Section
R ETEZX Management philosophy ZFEAB Business Content
Creating new possiblities for the future Manufacturing, processing and distribution of

architectural and steel materials

k&b B A$4{§ Type of human resource needed

People who have a cultural awareness and can act

autonomously

SREEMAE - SRt RS RAIBMES, TEL - EX—LE

55 - Bt & Contact info *person in charge of recruitment (Tel. Email.)
Details on vacant positions Mr. Jumonii (HR Dept)

*Salary, Location, etc. 03-0000-0000
Position in Sales, starting monthly salary : 180,000 yens

Tokyo, Osaka, 8 other locations in Asia

EE 2% [T D L) T About the business
FHER « B —EX Product Manufacturer « Service provider

Steel material for construction; aluminium materials; construction materials; ALC exterior walls, panels and planks
*manufacturing is done in-house, so cost reduction on manufacturing, sales and some other logistics

iﬁ%tﬁ%ﬁﬁg *—MUHES, ¥, BT ¥ Target market *Consumer, Business, Government, Public service etc.
Businesses (Tiac Limited, Asa Manufacturing, Kejun Design, etc.)

S NDEZ ST Vision - Mission + Future Policies

To establish as a well-rooted company offering great construction materials in Asia
Considering possibilities in infrastructure of large urban planning projects, drainage system, underground railways
and highways

EIZEfthtt & DELES w257 mIER - 3 - 55% Comparison with competitors *Ranking - Competitive advantage & competitive disadvantage

Ranked third after TSRW Limited and FIR Corp. Strength: growth, international expansion (mainly in Southeast Asia)
Weakness: progression within Japan as demand decreases. — Expectation on the future expansion in Asia

%(Dﬁi’, % CSR. #t=Emk. REND=1—X % Other *CSR activities, recent updates, etc.

Earthquake reconstruction support, childhood education support (building school in Laos), contributing to CO2
emission reduction, ISO14001 Certification, development of hybrid materials better adapted to new global conditions
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& < IR 15 [ D L) T About the actual work place

HE «EnE Bxth. HEHE. BELNEVD. F—LAFUAB/BATUVIRZ
Corporate culture *age group, gender ratio, career enhancement, professional relationships, team or individual based, etc.

Many employees in their 20’s and 30’s; a place where new employees can also be active and contribute; work to be
done in teams of 3-5 persons; new employees partnered with a mentor; open work environment; many cases of new
employees being in charge of new projects

Turnover rate after 3 years of employment: 40% <« perhaps to get a higher position?

ZODfth x 1 B0gk. B LTEBEINDTE. HEDFET S Other *Work load per day, recognition of your contribution, etc.

Independently and proactively thinking and behaving; clearly stating own opinions; depending on position, working
at the company or doing rounds outside

EAEZE XY Y 21 — )b Schedule for recruitment and screening

1 EHIE March 3% 18:00 1.%%Z (GD) June 1%, from 10:30 @
Deadline for applications e First selection (GD) Osaka Branch Office
{EEHAS March 4", from 10:00 208E (BAERE) .

Company info session @ Asahi Building (Osaka) 6 Individual Interview June 3%, 15:00 @ HQ
G 4Eh 1g. RIGEEZ (BAER CIPPR

3ES #tn8 April 157, 18:00 7 Last step: Interview June 4",11:00 @ HQ
E-Enbty May 14", from 10:00 @ 8
Written exam Asahi Building (Osaka)

X T Other important info

Meeting with an alumnus : Mr. Taro Beppu / International Sales Dept on March 22™

Set up a new office in Ho Chi Minh, Vietnam last year. Fast-paced work environment
where employees are highly motivated

The atmosphere changes depending on the position, may not match every person. Sheet can be downloaded
(One can ask to be in a certain role from the second or third year of employment) from the Career Office’s
Turnover rate: as this is a young company, there were many people leaving in the early website

stage. Currently the number of years of continuous service is increasing; there are many
people in their 40’s or 50’s.

Rotation of job every 3-5 years; best work environment for those who like challenges
When work is related to international affairs, have to work a lot of overtime to match the business over there
Many business trips abroad; physical and mental coping skills needed

The Company Research

Career Handbook 2020 33



=> II. Designing Your Future

Internships

Doing internships is a great way to gain professional experience and to also experience firsthand
working in companies/organizations that are connected to your major/future career. Through internships,
you can further understand the company/organization at hand and learn what it means to “work,” and
what job fits you best. Internships provide an invaluable opportunity for your to further your knowledge in
planning your future career.

Be proactive in participating in these internships for job hunting in Japan to confirm whether the company
you are thinking of applying for is fit for you.

Furthermore, in recent years, more and more companies have been giving selection screening privileges
for students who have excelled in their internships such as immediately moving past the first part of the
interviews, etc. These internships that are connected to hiring have become more common in Japan.

Types of Internships and Their Tenures

Tenures of internships can range from 1day to 2day internships and a few weeks to a few months. In
APU, besides the internships that you arrange yourselves, “independently-arranged internships,” you
can also apply for APU’s “Contract-type Internships.” Research the options available to you and which
one best suits your needs. For more details, please check the Career Office website.

(D Contract-type Internships
These are internships in which the company/organization have signed a memorandum of
understanding with APU. The application process is done through the university and if certain
conditions are met, you may receive course credit for the internship. You can see the list of
participating companies/organizations for the Contract-type Internships during the Internship
Guidance and on the Career Office website.

@ Independently-arranged Internships
These are internships that students research and apply for on their own. For participating in the
internship, you need to submit an Internship Notification Form before attending, and an Internship
Report Slip after completing the internship to the Career Office.

® 1-Day Internship
This is a one day long mini-internship that has become more common due to the rising trend of
internships in Japan. It can take a variety of formats, including workshops, lectures, and workplace
visits. Use this internship to gain more information about a specific industry/company, or see for
yourself the workplace environment of the industry/company.

% Companies also use internships that provide professional working experience as a tool for recruiting
future candidates for hire. They gauge your genuine attitude towards their company/organization by
your performance during the internship. Based on your performance, you may gain an advantage
later on in your application if you were to apply for the company afterwards. Therefore, maintain your
professionalism and always treat internships as if you were being considered for hire later on.
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Information on Open Job Postings

An “open job posting” is one of the ways a company informs students that they are in the process of
recruiting new employees. Companies that put out open job postings then carry out a selection process
for the students that applied. APU students can check open job postings made specifically for APU
students as well as others that are shared with Ritsumeikan University.

Open Job Postings Posted at APU
All of the open job postings that come to APU can be viewed via Career+ UC, a DISCO Inc. operated

open job posting search system for students. Please look at the following diagrams for how to make a
login ID and password for this website.
Career+ UC - Ritsumeikan Asia Pacific University

Am L I

Jointly Shared Information on Open Job Postings

You can check open job postings that are shared with Ritsumeikan University via the CAMPUS WEB (RU).
From the “Job Hunting Guide” menu on the Career Office Website (http://www.apu.ac.jp/careers/), click
on “Job Vacancy Information” (You can log in using your APU ID and password).

CAMPUS WEB (RU) Login Page

]
[] ener - amapin

R':~..

i ar
= ]
navn :

* Please come to the Career Office if you have any trouble using these sites.
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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. Make an Appointment

Once you meet an alumni working in your field of interest, be sure to book an appointment. You can book
an apponitment through phone, e-mail, or a formal letter.

However the means, when communicating with alumni, please remember to be as polite and thoughtful
as possible. Even if they were senpai that you knew well, they are now busy working people and the time
that they are setting aside for you is precious. Particularly if you are communicating through SNS, maintain
professional manner and speak formally so that you will not leave a bad impression that will hinder future
relationships.

When arranging the date and time of the appointment, decide beforehand which dates and times you are
available first to suggest to the alumni, which will allow for a smoother conversation in arranging for the
appointment.

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.

a—s'rtwaz),mnioﬁo

FVAVES EOpC

b7L<L; _LunﬁEJ J?X;ﬁj(%@@?—
nBO@E@ (Eﬁ@%ﬁu) Cﬂabi?o

If you know the specific department | E If you do not know
where they work... t-----------------1 the department
! where they work...
M ™\ n
[ooé‘rsaﬁéMﬁfaasﬁﬁmwcbﬁo OFICRH NS Utellifia o (g
E*EZL\T._T«_LTLL\(D'C?D\ BEZF
* After you have been E * If the person is L;J:U%’dfuo)tib‘ﬂ’\b\hﬁ_lji’d/u
connected to the ' NOT present...
person.. ; TL&SH'? +
i * If you get told the department ¢ ;
. k) N
. PEHTIDNT *"B§’E§S{ztb\nn(ju
| A = b\iﬁ 5b0)1§‘f§5’5
5 ?\f—i?;g; %{nz HoELOTE
: ez EERELTHD )
: -ELJ ck jb\o
5 (35073‘\‘&5 TEVET,
_ Afteryouhave been connected to the person... 7|7 B # If the person is
v * NOT present...
\ FAZW LB L& HADED B
[ Silnecs. EhosiEciy pre<L. BEH & AR oTanE |
&Y, DL, UmET IPREHRS | btjc—jco)ﬁ‘ﬁgtﬂééu.lﬁﬂ*/u(«_b\éb\a
COSMOBEDERERALET. - EBME U< THBELLE UL
\ 5. PREFELTHLBLLTLLDIND ? ﬂH%c.BZb%D'CbJ:DD"’
! Nt x ! Nt
=5 v
\ 'g ‘S / A=) A \
(somescenzs, e e | 85| | ENTE: ~BLEICE > B sk g
DL, ITRFAZFDIC ﬁt AE ;a‘:ﬁa 75 TLVEREEFT,
THD, LHASAOBBECAZERERSS | §| - .
TEhET, g ; * When you call back
BUEALINE. BEBRVLTHLS | 3| (w RETCYT T
ERAVELOTID, SEEVEEDE | & | TR %nﬁg{}—L r;, IPREERF
WTCL&SIH? | ; — D (Eﬁ:‘@%ﬂu) BHULFIA. ILLHAA
~ : Nt | EFBBROTU&SH?

* If they agree to meet \’_/
YOU... | ey

| * Ifthey DON'T agree to meet you...
v
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l* If they agree to meet you...

BONESTENFT.

SETTH. LHSADTHARLHDT

L&DH?

[(u
=

ElEEBS5NEBLNTLESIN?

|

\bgjﬁ?

la*l,\ bhbFELI A

Dre< LIERFOOINA S b0EEEIC
ﬁ:J'Cﬁ:\“iﬁ'o

208, EREEEEL LFET,
000 - 0000 - QOOOTT,

e

UJEEI"’/\;@&E’EZ’:HL\L;'CEJ:Z) Lwhe

D2

'
' * If they DON'T agree to
v meet you...

BEREBIFUTRLRCEVELAT
L. BHHESTENELT

* If they can’t meet you, thank
them anyway and say goodbye...

\,_/
|

Tla. OHORHORI: - - - TEs5LT
BOET, £BLBBUET,

It is best to avoid calling during
the following times:

At the very start or end of office hours
Around lunchtime (11:30 ~ 13:30)
In the afternoon of the last day of the
month

* However, this may not be applied to
specific situations, such as emergencies
or delays.

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.

eBasic etiquette practiced in Japan when contacting via emails

5% : 0000 @ 000 nejp
cc: easy-to-understand subject line

#% FEE (BB FHosks

£ LHE LT, 32 to 35 characters per line

Bl UL FEOALNE ST BOE 1 5 L

%uwmﬁ//Txiﬁk%OOiﬁOni HE A ERLET,
’“??SU))‘—)I/%BH LLEEL

SLECHIES EEHH BIELSPL FLLELES DA
#=D) 5ﬁu#zrvaﬁr SHERES ELIER
%ﬁﬁ%
)

%
L
3,

ﬂg

o
i3

505,

E%%%u*ﬂtunn <, BRATA &Y
ot
}ﬁ\ {'J’JTL\TL&LE —%l%%ﬁ’)fp‘ S

= 2y ooooraam/m,ﬂg*nn\ R ER L
FBALLTERERN L E BOA—ILEEE TR E L,

15 w

mﬂr

Fvlmﬁ'*? e Pﬁ? e

tibs*

BEnsBoTAE R B R NETH, —EsEEE
EEATLESD?

&6, csspsiioncaBReEl trsToT, zokk
cHAEBELE N NEE T,

TRET O T REERROOSY
» L B
GpE A

Em ail : OOOO @apu.ac.jp
ffpr: TOO0-0000
oouoomoo B ATEOEHOS

EHEES 1 000 - 0000 -0000
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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.

Example of a Thank-You E-mail

585 : OO00 @ OO0 .ne.jp

D) BEEELREE, BURLSCEVELS

& UYATT,

%Etibf’tbb‘ﬂﬁ\ ;%i:bﬁﬁ%ium’(b\tt ilf(?kéLuBUb\é:’) L\i ULQ

fe IEp AL

z Lh T

BONFTT,
ehTS L g3 »T B _ LiZh
FH7%< ﬁ%b\ﬁ“i U i_fc ?Egb‘b TRV W LRI LTERBPF CTEVET, E5DC
WET & &FEL‘EF LJ:H‘i?'o
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Using the Alumni Database

In being an APU student, your professional network expands to all APU alumni through the alumni
association. Therefore, as you do company research and prepare for interviews, you can search for
and contact alumni to gain inside information of the company, advice on interviews, etc. Get in contact
through the Alumni Database on the APU Alumni website (http://www.alumni.apu.ac.jp/). However,
you may only get in contact with the alumni who have registered their information on the database.
Furthermore, the alumni may not reply right away, so start contacting alumni well in advance, particularly
if you hope to make an appointment to visit them.

More information is available on the Career Office website by clicking under “Job Hunting Guide” in
the menu on the left and then selecting “Contacting Alumni.” You can also refer to the APU website by
selecting “About APU” — “Alumni and Parents’ Association”

Accessing the Alumni database

Apil R E e e

RESGURCES

1. After moving to Alumni Website,

click “Alumni Database”
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2. Read the instructions on the right
side and enter your login ID and

password. _I/
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3. Enter a username in English or
Japanese (required)

4. Make sure all information is
correct.

\

5. Click “Update Profile”

i EFSANTRNTEE

Spi-LIEFE

fzat nma
T L b

6. Select “Member Search / Maid\ AR

EERT

RRMTETELILE,

Com Fuom
Czm Facm
cim Facm

7. Enter your search terms, then
click “Search”
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Ill. To Succeed in the Screening Process
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Wh&Ul &

Entry Sheets and fEFZ (rirekisho)

Entry Sheets

Entry Sheets (ES) is a common form of application for many companies in Japan. It is not just an
application, it is the first hurdle you must overcome when companies are narrowing down the number of
applicants. When you write your ES, you need to make the person reading it think, “I want to meet this
person!” Otherwise, you will not be able to proceed to the next step in the selection screening.

What is asked in the ES differs depending on the company, and the questions may include: “Self PR,”
“Statement of Purpose,” “What was something that you put a lot of effort into during university?” “Describe
yourself in one sentence,” etc. Therefore, each ES must be targeted to each individual company.
Furthermore, your ES will be referenced to during the interviews. You should make a copy of your ES
for yourself for reference so you can predict what kinds of questions may be asked of you during the
interview. Practice answering those questions in advance before the interview.

What to do before writing

If you try to write your ES before organizing your thoughts, you will struggle to make a clear argument.
Moreover, writing down ideas as you think of them will thus lead to an unorganized ES. Readers will
then be confused on what you are trying to convey. Therefore, you can only start with preparations
before you actually start writing. Refer back to p.18~23 (self-assessment) to help with your preparations.
Finally, an ES is not something that can just be turned in right before deadline. Strive to always think, “The
earlier | can turn this in, the better.”

[Advice on writing your Entry Sheet]

Content

(D Organize the message you want to deliver in a clear, concise manner, and write it within the set
space.

(@ Make honest, concrete statements based on your experience and facts.

(®Clearly explain the reasons behind your statements.

Advice from APU alumni

[Entry Sheets and rirekisho]

Be straight and concise when expressing yourself.
Ensure that your writing is logical and specific.
Use the PREP rule of writing clearly: 1. Point,
2. Reason, 3. Exa@gl%,ri.wgrder of points.
Keep in mind the #2#&#x#5 style of a Japanese
narrative (introduction, development, turn,
conclusion)
Describe your experiences at university.
—How did it make you feel at the time?
—How did you resolve it?
—What did you learn from it?

Think about the ‘5W1H’ to avoid using abstract
phrases and unnecessary adjectives.

Write with the conclusion first.

Use headings selectively.

Write in your own words. Don't lie or exaggerate.
Write as if you were the person reading it too.
Write with an interview in mind.

Make sure your writing is neat and easy to read.
Use the ‘Write Freely’ space to further sell
yourself!

Check it thoroughly to make sure there are no
mistakes.
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Basic 10 Rules for rirekisho & Entry Sheets

1

. Try not to leave any blank spaces

. Use a black fountain or ballpoint pen

Write in clear, legible characters.
Do NOT use erasable ballpoint pens.

. Write in a polite and sincere fashion

(think about each phrase you commit to paper)
This is not about how pretty your handwriting is. As the saying goes, ‘a man’s penmanship shows his
character’ and handwritten statements will reveal your own personality. Write like you want people to
read what you are committing to paper, so be polite at all times.

. Watch out for spelling mistakes, incorrect kanji and incomplete sentences

Mistakes may give recruiters the impression that you are inattentive or lack enthusiasm. Do not use
abbreviations or acronyms such as APU and APS.

Fill every section.

. Express yourself concisely in short sentences

Keep the volume of information short and straight to the point.

. Use your own words and expressions

There is no manual, so write in your own words.

. Call upon actual experiences

Draw on one or two actual episodes of your own experiences, keep it concise and accurate.

. If you make a mistake, start again

Do not even think about using correction fluid or corrective tape!

. Write what actually happened

Do not shape history to make your own contribution look more than it was.

10. Once you have finished, read what you have written

Is your photograph attached to the rirekisho in the correct manner?

Is the rirekisho dated?

Check again for spelling, kanji and missing items.

Were you consistent in your choice of expressions and phrases?

Are there any difficult phrases? Consider re-wording these sections.

Does your selling points come across?

Check the entire document for any contradictions.

Does the document contain everything that you want to express about yourself at this time?

% Remember to make a photocopy of all final Entry Sheets before you submit them.

(So you can check what you wrote before an interview!)
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Rirekisho Photo Advice — must be taken within the last 6 months

Hairstyle
— | A short clean haircut that allows the facial features to be seen is
— recommended. No messy hairstyles!
- @&
> ) =
— Clothing
| _— Wear a suit (black or grey), a plain dress shirt (white) and a tie.
‘i‘ Check your necktie before the photo is taken.
[For Men]
Hairstyle

— If your hair is in your face, it can leave a somber impression on
the interviewers. So if your hair is long, make sure it is tied back.

Make Up

Apply natural makeup. Do not wear earrings, ear studs or necklaces.

[For Women Clothing

Wear a suit and a blouse (white). The suit should be a V-neck with a
collar — this presents a very clean-cut image.

DO NOT HAVE YOUR PHOTO TAKEN IN A SELF-OPERATED PHOTO BOOTH.
Instead, get a professional to take your photo in a studio and request for
the data / negatives so that you can make copies later. This is also a more
cost-effective way for having multiple copies of your professional photo.
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Writing a Rirekisho
1. Point§ to note
W P VAERS p 120 ,_EDBA N
() BRSAIBFFMEE - U &miaE
(Research topics in seminars or academic courses you found interesting)

When writing about research seminars (if you did not take one, then a course that you found
interesting) try to give clear answers to the following questions:

“What was the topic?”

“What were the issues being discussed?”

“What research was carried out?”

“What did you learn/get from the seminar?”

“How will you develop on it?”

HFLEVWLUEY 505 ZF Z

(@) PERRICHEENEC EF e, FNCKOTEIZBD
(What was something that you put a lot of effort into during university? what did you gain from the
experience?)

Focus on a particular goal (or interest) that you had during your student years, and then describe
what you did (what efforts you made) to achieve that goal, and what outcome you produced (what
you learned). Moreover, explain how this would relate to a company that hires you. Be persuasive
and include detailed accounts of actual events so as to help interviewers imagine how you could
make use of what you learned for the company. (Up to approx. five lines)

(3) Fh(5H; (Your strengths)

Draw attention to your strongest assets (personality, skills, values, dream, etc.) and support it with
actual experiences. Try to use episodes or events you haven't mentioned so far. Try to select issues
not mentioned in section (2) above; this will give you more things to talk about during the interview
(max. 5 lines)

(4) é’}% A=y j’% (Qualifications, internships, etc.)

State clearly the names of any qualifications you hold and the dates you received them. Clearly
state the company name, duration, location, and name of position for any internships you have
done as well; make sure it is easy to understand.

BrLw 5Ly

(5) %a)ﬁgggﬂgai\ﬁ% (Any other comments)

Use this space to freely describe what you want to emphasize to promote yourself. You can
comment, for example, on why you are applying to the company and what type of job you would like
to do for the company. Remember to mention any awards conferred inside and outside the university.

2. Have someone else proofread your work

Your rirekishos are checked by people who will never meet you face to face. Based on your rirekisho,
you may be called to an interview then asked about the statements therein. Content that doesn’t get
its message across will then hurt your chances in proceeding to the interview. Be sure to have your
seminar professors, Career Office staff, family and friends take a look at your rirekisho and get some
feedback on how the content looks from another person’s perspective.

3. Other things to submit

The selection process for any company will probably require you to deliver other documentation, such

as Transcript of Academic Record, Cetrtificate of Prospective Graduation, Health Certificate, etc. APU

students are entitled to a free health check every year in April and October, so please be sure to take

advantage of this.

For more details, visit the Student Office Homepage: https://www.apu.ac.jp/studentsupport/

Elease visit the pages “Advisory” — “Health Management / Periodic Health Check-up” — “Periodic Health
heck-up.”
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Example Rirekisho

| Fill in your rirekisho with a black fountain or ballpoint pen.

If the word [3\DHYVE] is written in hiragana then write your
furigana in hiragana. If it is written in katakana [ 77U 77|
then write in katakana.

Write your address clearly from the
prefecture to the name of your apartment,
as well as your room number.

APU

Write the date one day prior to the
day you submit your documents.

Photographs taken with a digital
camera are NOT acceptable.

g o
20204 31 1H B FRE A
TUHF 7 oz 7 v F
K4 (B==F) A
AJIA  RITSUO e
e 7N
K4 (#7) RAziAL,
BWE )Y A
AT EEBET (XXX X XXX X)
19974 7 5 20 0k G 20 W
TUHF  AXAGTIRY TS aGELDINL

BLAE T 874 —X XXX

ARABRIf[HR+XF

BEOTHOH «—

w W s

0977 — 78 =X XXX 090—123&—)()()()(7
L

Email (5# A= VT L A% EEGRART)
XX XX @apu.ac.jp

Check that there are no

70 errors in the number.
WAk T (BUERT DI M2 2T R EOAIA)
%
ik - E-mail |
Leave a space to make it
—| easier to read if the name of
Start from the year i A HE - RE (BHEWE T LHTH the school or university you
of your high school 2 B went to is an English name
graduation. + (written in alphabetic letters)
| B OO e 2z Do not try and write it in
o 2017 3 |pQORIOOH FER SRR katakana. Write it how it is.
2017 4 IRETSTAFERNE BEBREEH N\Z
2021 3 IRETSTREEAF  BERERH | #£8A
. Include your department
Do not leave out any B OE and major

part of your school or
university name. If it

is a national or state
school and that is

W

included in the proper
title, don't omit it off

your rirekisho.

If you have studied abroad, write the names of the countries and schools where
you studied. In principle, studying abroad means you studied abroad for a year or
more. For studying abroad for less than one year, write it in the D EHHAE (Any

other comments) space.
2016 |4 | UREFVITAFEREY EEREFH AF
201 7F4A KD TEAZ L, 1FUR VRY—KENEZE
2021 | 3| MUEEVITRFFRE EREEFE FERA
e b ociit. 1 iR, Sireoi SR ¢ 5,
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expre!

When writing rirekishos and e-mails,
the expressmn of “your company” is
always = _,x; Kisha). Over the phone
and other conversational situations, the

following three questions.

Try to express things in your own words and answer two out of the
(D Why you want to work for this particular
industry. (@ Why you want to work for this particular company in this
industry. (3 Why you want a particular job in this company.

ssion is %ﬂ (Onsha)

It will be easier for a potential employer to understand your episode
if you can give specific information and concrete numbers for “What
you tried hard at, why you wanted to do it, what you struggled with,
what the results were, and what you gained from it.”

(54 - B HE ')V A )

H 2 Mg &

Lem UTO220BhAhbEHEELLE L.
OTHEFEVERET I AEZEAICT IHFRLEICES> AL TT, AEN=20—0uH%
WGBS T ] caNFELE. ChEFSORREEC TR DESEAARORZICEKRL TLIBIHLCIAIC
FOTAENERERAZCEDBIEFT Y. ARBUORREEEL T, HAPAICAZ(ARTESCEN
AHEREEBLELE.
@0 XALAREESH, ARICEMRBTEIHAICEAEBLLALTT. Fld 20RODFBIChEL
BETEIAREALTLET, HBitld, 0 R THMAEENIS LIFEThEN. FAROUHRERHD
e CHBINERICIMEE T Z 3EANS ). BB EXNERTELhICBLELE.

TR £ 7R €3 - Flh L
EEREZHT. BEROES R ARERLLE -
UELE. BAHICI. BRORRBERICHIT IREE CIE
ERRNOARNREENEDIT OV TMAILELE.

ML T ERHICERT 3BENAEES
SENENELRFIE LEAE L.

FARRIZHEECZZ L, Tk THZbO

HAFEBNITATENEC LI/ R R R— LBOBEHTT,

RENFHE 0L, BRUBEEE L /AT R LEFZE >k E00, BELAHRLTTLIL
EERAE . ABLIIE, B8 20 BOLAT—BOEATHRTL .

UAL. AR HIARHERL LV CEN, L¥ 15 e g EiEl, B0 3BM0nESEe (£ LE,
3, LEHETIMBHLALL. Ba07L TERBLELE, 4aLkant | EEMELEER
2EHICHL ¥ 25— OEEIRH, 3EEOBLR. ARBOARTMP ICEZhE Lk, COREA
TR e e

Use this space
to write anything

O - A

ok Gl REGCICELCHEThTMBLEZELTLET,
HE =T HAIKBTE [NTABEAKL] CEhIARICANLLCELET,

~——

]

else that you could
not write in the
above space or
any other points
that you would like
to appeal to the
company.

e
ARRNZET, HETEMRCThTT, KZICAFL. BL2GENKRANTE. Bk TH
BHRBEOMRIZ LI 75 AL T3 15 BT 2T,

AAANCHRCGENEVWCESBELE Al LI ENNOEHFLTEFELWACELET., %
COAICERABC IS NEAFTEMICCATEET. 4 LTk AFETILT
HEHDLE. EE. HAAH. IFRMICIIEEC. %LL\&HQL\’E%LW[ZL‘(LI&W;

ZOMFTHEEE
1 rARL A—ZF N TOARF TRBShIBLAETO7 T LICAMLE L, #RY 0 AR - kA
LEENEZIRFTHLBXMEERLIVLELES. —EARORENCCETRLINARLTHELCT
LELk, RIFIZT 27— a>ARhINACIACLILBAERTULEABHICTG > TLELEA.

Write the full and
proper names of

COFFTRAMLEERAHLVCEN BLAKTELVALIZT 2 27— a2 % R35 CITBERALY
T3 EhMEIAL, REAFBURCERTEELE, SERZBLHCLEAXLCLSENL, 1>T v
FIRT TR, PIRT Y 3D TELICENNI LS CEAIEBNIR L L h3 EERGR T L.

any other
qualifications,

o FFE M-V ER—YYy TRER

Regarding your
hobbies and
special skills,

do not just

write a single
word. Write
about specific
experiences

so that you

will be able to
have a lively
conversation with
the interviewers.

certificates, or

i il k2 il

licenses you . P e

have, including 017 | 7 | BEROBEE1EEREN

the date of )

acquisition. 2018 | 12 BARZFEARR N1 O00&
I_. 2019 | 10 | TOEIC OOO#H

DA Al NI S E I NI
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English Resumes and Cover Letters

Usually for companies that you apply in English, your resume / CV and cover letter is the key to decide
whether you are worth their time for an interview or not. Until the company meets you, the only reference
they will have is your resume and cover letter, which they will use to narrow down which applicants.
Please put the effort into earning an interview with the company, with your resume and cover letter so
that you can talk more about your experiences and convince the interviewer that you are the best fit for
the company! Conducting research online is a MUST and be sure to gather info about various formats
that would help yours look good! It is very important to be creative and unique in writing your resume
too. Avoid writing it in a rush. Take time to get it proof-read and make sure you are very confident talking
about its contents during your interviews.

1. English resume and Japanese rirekisho, what is the difference?

In addition to the language, of course, there are a few other differences. In your English resume you will
not: include a photo (unless requested), mention age, gender, nationality, religion and marital status. Your
educational background, work experience, extracurricular activities will follow the reverse chronological
order, starting with the most recent. Include the most relevant experiences focused on the job you are
applying. Always type and print out your resume or CV and cover letter when submitted in English.

2. Format

There is no right or wrong format for the English resume. If the company you apply for has its own
application form / resume or CV, it is mandatory that you follow exactly as instructed. Otherwise, you
will submit your own resume or a CV, accompanied by a cover letter. (CV is at least two pages or more,
while the resume is two pages at most)

3. Before you start writing your resume:

Prior to writing your English resume, you need to conduct a self-assessment and also a thorough
company research. Please avoid submitting the same resume and cover letter to all the companies you
intend to apply. In order to write a good resume, you need to focus on presenting the most important
information about you in a very attractive and convincing manner. The more you read and find out, the
better you will become.

4. After you complete writing your resume:

The Career Office offers assistance for checking your resumes, CVs and cover letters. Please come to
the front desk, call us or send an email to submit your resume and reserve an appointment to further
discuss about it. For more details on how to apply for this service refer to p.80 (Job Hunting Consultation
System).

% We require at least two to three days to proofread your documents so submit them as early as possible.
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Sample of an English Resume

Type your name at the top in a
large font.

Affix your photo if that is
the norm in the country
|— you are applying

RYOMA JOBS

Address: current — 12-3-401 Seaside Building, Mochigahama, Beppu, Oita, Japan
Permanent — 1234, Great Jakarta Street 2, Jakarta, Indonesia
Contact : +81 80 1122 3344 | ryoma_ jobs@gmail.com | LinkedIn: RyomaJobs | Skype: RyoJo

Objective: Looking for a position in business management where my international experiences in
financial management such as JICA can contribute to promoting international connections and expanding
business.

Relevant Skills

Language Soft Skills
Indonesian — Native Analytical reasoning
English — Advanced (TOEIC 880/990 — Dec 2015) Effective time management
Japanese — Business (JLPT N1 — Dec 2017) Strong organizational skill

T Complex problem solving
Microsoft Office: Powerpoint, Excel, Word Flexible team player
Adobe Software Research skill

Education

Bachelor of Business Administration (Strategic Management and Organization)
Ritsumeikan Asia Pacific University, Beppu, Oita, Japan (Expected Graduation: 09/2020)
Cumulative GPA: 3.6/4.0

Internships

Intern, Super Rainbow Bank - Singapore

Singapore, 06/2019~08/2019
<~ Analyzed 50 files of clients and provided input for building of cases for account managers
< Organized a promotional event of a new service that gained 5 new clients for the bank

Administrative Staff, Japan International Cooperation Agency (JICA)
San Pedro, Paraguay, 07/2018~08/2018
< Facilitated 10 workshops for families in need on financial management
<~ Supervised around 50 women from low-income families on household management in workshop
series lasting 1 month

Extracurricular Experiences

Public Relations Team Member, Indonesian Week (cultural festival)
Ritsumeikan Asia Pacific University, Beppu, Oita, Japan, 06/2017~06/2018
<~ Authored content for posts to be uploaded on all social media accounts at consistent rate of 3 times
a week (including Facebook and Instagram)
< Negotiated 2 sponsorships with local businesses that totaled in 20,000 yen of funding

Member, Indonesian Traditional Arts Circle
Ritsumeikan Asia Pacific University, Beppu, Oita, Japan, 09/2016~05/2017
<~ Supported effective communication within the organization by consistently following up with each
member and confirming orders of business after each weekly meeting
< Promoted international understanding within Oita Prefecture by performing traditional dances at 5
local community centers during festivals
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Writing Cover Letters

It is standard practice to attach a cover letter with any written document you submit to a company. This
will immensely contribute to how you will be evaluated. It will also allow you to share more information

that will further convince the recruiter of your skills and experiences relevant to the job you apply to.

Example of a Japanese Cover letter

Write the date you will
be posting the
letter.

e b Wi Ho 1Lb
4AROFARDOR

You can add a simple
personal statement.

5 < »
9L Bk LE LT,
KHQOYHOU Lo ki 174 £¥LET,
R EILETVEE Y L, aaﬁhﬁ“\aj&f’sﬂﬁ%
’S\\i'z}‘ﬁ‘ J:Z)L(ioﬁf?v‘%ﬂt,tﬁij‘c
B
‘ £
?‘2 ,S~LAZ:}L' h o nEL g
EATE fk‘}ﬁﬁ%— AladnuL Any certificates/
;B‘x‘ < ; vy y il
AttacheEI FRAREAT documents that can't
documents PRUEGER Z be submitted along
. o with the letter, please
=YY=y —*h mention here.
(#/\,;‘iLA,IiA,LJ > A L‘;i X-29 & T
ng\ﬁﬁﬁﬁgg? LT, AHTER FIZEATTETT T,
FEhR%E, AAEMAIETVRES LT, .
w9
VA L

TOOO-0000

K8 31700000000
TEL : O0O0—-0000 ~ oooo
4w%7/7t%ék OO

ﬁimﬁ D4 ﬂ‘

¥ Refer to p. 68 for tips on how to address the envelope holding the documentation.

¥ For resumes, you should write in red pen FEJ’W‘E?’EEPJ (Resume Enclosed) or FFE
(Application Materials Enclosed) on the bottom-left hand side of the front of the envelope.

¥ Refer to p. 69 for tips on how to write the Japanese cover letters when sending other documents.

EL LBV E
=X
El

EusnS

BEH
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Example of an English Cover Letter

RYOMA JOBS

Address: current — 12-3-401 Seaside Building, Mochigahama, Beppu, Oita, Japan
Permanent — 1234, Great Jakarta Street 2, Jakarta, Indonesia
Contact: +81 80 1122 3344 | ryoma_ jobs@gmail.com | LinkedIn: RyomaJobs Skype: RyoJo
January 17", 2019

Mr. Steve Sakamoto

Recruitment Coordinator

Awesome Talent Bank

22-3-444 Long Tokyo Street, Minami Azabu, Tokyo

Re: Job position — Financial Accounting Support Position
Dear Mr. Sakamoto,

| have a huge interest in the banking sector, one of the reasons | chose to major in finance. From what | have
seen in market trends, Awesome Talent Bank has proven itself to be a top leader with high customer and
employee satisfaction. It is thus my pleasure to apply for the Financial Accounting Support Officer position. |
believe that | possess the necessary skills and competencies and will be a valuable asset to your company.

My internship at Super Rainbow Bank - Singapore provided me a thorough foundation in the finance industry.
| helped account managers with the analysis of clients’ files and building of clients’ cases. In addition, |
organized a promotional event of a new service; not only was the event a great success, we earned 5 new
clients as well. | was thus commended for my accomplishment, and my positive and professional attitude.
During this period, | had opportunities to meet with persons from various backgrounds, of which the financial
accounting job truly appealed to me. | am passionate and determined to pursue a career as a Financial
Accountant and enthusiastic to contribute my past experience with working with clients’ cases for Awesome
Talent Bank.

| have attached my resume with further relevant skills and experience for your review. | look forward to
meeting you and further discussing how | can contribute and grow with your organization.

Sincerely,

=

%
- 7 Vg
[ e at il

&/

Ryoma Jobs
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Written Examinations —Start Preparations Today—

While it has been said that companies employ people based “chiefly on their personal character,” the
second most important thing that companies look at is your results on written exams and/or aptitude
tests. Companies are not just looking at your academic ability or deviation scores, you will be also
judged on your overall basic knowledge, common sense, analytical ability, and perceptiveness to see if
you have potential to be a top personnel in their company.

For this reason, written exams are usually held in the earlier stages of the selection screening.
Regardless of how high you have set your sights on a particular company, you may not even make it to
the interview stage if you do not pass the written exams. Furthermore, as job hunting starts in earnest,
you will be busy writing your rirekisho and ES, so you need to plan out your schedule to allow time
for studying. Results vary greatly between students who have or haven’t prepared in advance using
the relevant materials and there is nothing as disappointing as failing at the written exam stage of a
company due to lack of preparation. Therefore, prepare well in advance.

**Once again, in recent years, there has been an increase in improper conduct such as substitution of
exam candidates in regards to taking these tests. As a result, more and more companies now conduct
another written exam immediately prior to the final interview to check for discrepancies between scores.
If they find major discrepancies between your scores, please be aware that you may then be dropped
from further screening as a result.

1. Types of Written Examinations

Written examinations come in many different shapes and sizes. Below is a brief outline of the five most
commonly used exams.
[SPI (Synthetic Personality Inventory) Examination]
This is the most commonly used exam and is used by companies regardless of what industry they belong to. This will
consist of multiple choice Japanese and mathematics sections, with the possibility of an added personality test.
Japanese: synonyms, opposites, kanji and comprehension
Mathematics: addition, multiplication, division, graph reading, etc.
Personality Test: between 300 and 500 simple yes/no questions. In order to get through as many of these
questions as possible in the allotted time, you will only have a few seconds to answer each question. Don’t spend
time trying to figure out what the question is trying to find out about you. Answer with your first gut feeling and
move on to the next question.
[General Exam)
General academic exams that test Japanese, mathematics and English ability. There are a lot of different types of
questions. For example, questions about current events, common sense or business etiquette.

[Information Processing Exam]
This type of exam, used frequently in the IT industry, tests applicants on the simplicity of complex systems,
arrangement of things in a logical and rational order, simple and efficient formulas, etc. This is mandatory for students
applying to be System Engineers.
[CAB - GAB]
These are aptitude tests put out by SHL-JAPAN Ltd. The CAB exam is used not only by a large number of companies
in the IT industry, but also by a wide variety of other industries and for non-IT job positions. The GAB exam is a
more general exam used widely across many industries, but more commonly by companies involved with trading,
investment and general research. There has been a trend for major companies to adopt these exams into their
recruitment process, and because the questions are completely different to those of the SPI exam, you will need to
prepare for these exams differently.
[Company Original Exam]
A company may give out its own original exam. This may include questions similar to an SPI exam or problems related
to that particular company or industry.
[English Exam]
A lot of companies, including foreign and trade-related companies, make applicants take an English exam. Questions
are usually related to the type of industry the company belongs to.
[Bloomberg Aptitude Test]
The BAT is an aptitude test developed by the Bloomberg Institute, an educational division of Bloomberg LP. Unlike
usual aptitude tests, scores are entered into a database, which then functions as a human resource database for
companies searching for talent.
[WEB Test]
While a lot of WEB tests are created based on written paper exams, some companies choosebtgaggsgomize them,
changing the number and type of questions included. Some even include a section to write your FEE2&# (Statement
of Purpose). It is important to get a feeling for test-taking from an early stage by trying online practice tests offered by
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companies. You might experience internet trouble or server errors when you take the tests so you don’t want to leave
it until the last minute. Give yourself plenty of time.

[SCOA (System for Career Orientation Assessment) — General Aptitude Testing System]
This aptitude test is created on the basis of psychology and statistics. It is being used by about 2,150 large
corporations. It mainly tests language, math, logical thinking, English and general awareness and would require more
specific preparations than the SPI.

2. Preparing for a Written Exam
The following 3 points are important when preparing for a written exam.

(1) Understand your current level
Knowing your own ability early on will mean you can
thoroughly prepare for the written exams. There are An effective preparation process
reference books and workbooks for most of these
exams so you can start preparing now!
There is also an SPI preparation course and mock |

Try a mock test and find out your current level |

exam you can apply for at the APU CO-OP book !

counter. CO-OP members can purchase books at a | Start studying from unsuccessful areas first |
discounted price so please take advantage of this !

service.

As long as you manage to score above 70% and

(2) Do a lot of timed practice exams learn to manage your time, you will succeed !!
One of the main points to remember when taking the
SPI or a similar exam is that you need to try and answer as many questions as you can within a set period of
time. When you are practicing questions, don't just go through them at your own pace. Time yourself and keep
going through practice papers until you can answer the majority of the questions within the set time. A lot of liberal
arts students seem to have problems with the mathematics section. Therefore, you need to put more effort in the
sections you are weakest at.

(3) Starting early is the best preparation for written exams
Once the selection process is underway, you will be busy writing and submitting rirekisho and ES. Preparing for
written exams early on will relieve some of the stress and give you more confidence as you proceed throughout
the selection process.

3. English Learning

With more and more companies expanding their businesses globally, English language skills play a
significant role as an essential tool of communication. The requirements differ by industry and job
type, but having advanced communication skills will certainly open up more career opportunities on a
global scale. Having an impressive English language proficiency test score (TOEIC, TOEFL, etc.) will
provide evidence of your proficiency and help you stand out among the other candidates. Particularly for
international students, if English is not your native language, it will still be best to have these test scores
as proof of your proficiency. In Japan, 600 or higher TOEIC score is expected for new graduates, while
better paying jobs and favorable career advancement opportunities will require 750 or higher. You may
also be exempted from the English test screening during the selection screening if you possess a good
English language proficiency test score.

Improving language test scores requires time and effort. Therefore, start preparing as soon as possible
and aim to have the highest possible test score before job hunting begins.

Examinations: Make sure to check the test dates and center locations that are most convenient for you and plan
efficiently. Use mock exams and practice as many times as possible, so that you learn how to perform
better and improve your score. Taking IP tests at APU will also help you in this process.

4. Japanese Learning

In order to work for companies in Japan and/or Japanese companies located abroad, for international
students, demonstrating your Japanese language proficiency is the first hurdle that you must overcome.
The most common Japanese languages proficiency test is the JLPT (Japanese Language Proficiency
Test) that most companies recognize. You must pass at least the JLPT N2, or ideally, N1, to open up
more career opportunities and be able to thrive within the company.
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Interviews and Group Discussions

1. What are Interviews?

An interview is where the company is meeting the candidate for the first time. For an applicant, it’s their
first step into working society in seeing whether a company is right for them or not. For companies, it's
an opportunity to gauge the applicants on whether or not the person would be right for the company.
While the time is short, it’s a crucial period of time for both parties to get to know each other.

2. Leading up to an interview
(From registration until you leave the building)

T

You start being evaluated the moment you i

. enter the building. At the reception, state
@ At Receptlon your name, major, university, and that you

are there for an interview. Speak clearly and
‘ show your eager attitude. However, also be

mindful of your manners so you may leave a

good impression. -

A While you wait, display your professionalism and avoid talking to others in
® In the Waltmg a loud voice. Use the time to quietly go over your interview answers such
Area as your reason for applying to a company, etc.

\

Knock on the door three times and enter quietly once you have heard a

@ Entering the repIy Maintain a straight posture and once you enter the doorway, say

Interview Room rﬁE?Lbiﬁ'J Shut the door afterward and face the interviewers again to
give a bow.

* ~ @ Stand beside the chair (in Japan, the top senior

- authority sits furthest from the door, so you, as the

. youngest, need to sit closest to the door. If given the

@ Introducmg choice of where to sit, choose the seat closest to the

Yourself door you entered) and greet the interviewers with a

. quick self- |ntroduct|on (university, major, and name)

and [&> b<3‘3!§§lﬂb§§'] If you are carrying a bag,

place it beside the chair before introducing yourself.

~

L]

»
Wait until the interviewer asks you to take a seat with Féﬁ}
o [F<f2&EL)]. Once you have been invited to sit, say [5#L
@ Slttlng Down L& 9 ] before sitting. Maintain a straight posture and keep
your hands on your knees. In Japanese society, males can sit
with their legs slightly apart but females should sit with their
knees together.

e8!

After the interview is over, stand beside your chair and give your thanks
® Leaving the with [BDHi& S TENE LTz and bow (remember to smile!). When you
Interview Room reach the door, face the interviewers again and say a final [5c¥LUZE T ]
and bow before quietly leaving the room. You cannot relax just yet until
you leave the building. As you leave, remember to thank the receptionist
as well with [ HESTENE UL
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3. What will | get asked during the interview?

The two main things that a company wants to clarify during an interview are: ) why do you want to
work for them and @ what kind of person you are.

In order to be able to answer these questions effectively, you need to have completed thorough research
into the company / industry and also conducted a deep self-assessment. By doing both of these things,
you should be able to confidently say what kind of person you are and exactly why you want to work at
the company you are applying for.

What you will probably be asked at interviews
[P el
4 Why do you want to work for us? o BEHERRULBRRETTH?
@ Tell us about yourself / why should we hire you? L 4 EEP RZULTLIEELY,
b£5Lk ALE 5L

4 What are your strengths and weaknesses? L 2 EHTCO)E?}C%%E’&%ZZ'C( e
© What are your biggest and most important experiences ¢ EHTLD‘X—?—H%PCILE o) tEILEiED fec

during university life? CIEH—J—C?D"’

WEIEADS

© What is the biggest difficulty you've faced in your life @ ‘%i'GGJAEE(DEP_G\ —Béf'ﬁb‘:)?’::t

so far? How did you overcome it and what did you IEH—J?B'D"? ih\ %ﬂ’&tjﬂotﬁ

learn from the experience? DX, %LD‘bﬂ’E—?—U% Lieh?

BVEA X

& Give an example of a current affairs that concerns ¢ ?L%l:ﬁ%ﬂ%%ﬁﬁ%ﬁ&ﬁlf‘c(riamo

you.

Al 5
4 What do you hope to be 10 years from now and why? € 10 &"?&@EUTQ%%%_‘C(T&EL\
LAY
© What type of a university is APU? ¢ APU tl;&@d:5t;7t%*—‘6§'b\ ?
ib i 5B <

4 Why did you choose to study at APU? & ITH APU EEAFC()”K% LIcDTIh?

You will not receive good results through creating appearances or winning the company over through
flattery. The key to success in interviews is being able to keep the conversation going and selling the “true

you.

Language
(what you say)
7%

Tone of
voice

38%

Taken from Mehrabian’s 7-38-55 Rule of Communication

* Even though you need to be yourself in selling the “true you,” you still have to make a good first
impression in the time allotted. According to the Mehrabian Rule, 90% of a first impression is through
tone of voice and body language. Your attitude and how you are dressed are therefore very important
but is not the key to a successful interview. Based on how you answer the questions in conveying
your communication skills, proactiveness, character, motivation, etc. will thus influence the outcome
of the interview. Being able to balance all aspects when selling yourself will increase your chances of
passing the interview.
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4. Interviewing Etiquette

1. Before the interview: Make sure to double-check where you are going and how you are getting
there. Give yourself extra time to arrive before the start of the interview. Being late to an interview is
unacceptable. If due to some unforeseen circumstances you are going to be late, you must contact
the company to explain why you will be late and an estimated time of arrival. Even if you decide not to
undergo the interview, you must contact the company beforehand. This is a matter of professionalism
as failure to do so will leave a bad impression on the university, which would also affect other students
and alumni affiliated with the university.

2. At the interview venue: The interview starts from the moment you enter the building and only ends
once you leave the building. Your professional behavior will be constantly be checked by company
staff so make sure to always be polite and mindful of your actions.

3. During the interview: There is a saying that you always start and end with a greeting. The first
impression that you leave with the first greeting often decides the outcome of the interview. Being
able to give a greeting with energy, giving clear answers while looking at the interviewer straight at the
eye, etc. will thus leave a positive impression. Being nervous is a given, and you will make mistakes
and stumble, so allowing yourself to calm down with a [dd&F B Al to the interviewers and then
focusing on conveying what you want to say will help you overcome.

4. After the interview: Do not lose focus and maintain your professionalism until you reach the nearest
station. Do not go straight outside and light a cigarette or get on your phone to talk with friends as you
may still be noticed by the company then as well.

Advice from APU alumni

[Interviewing Tips] [Preparing for an Interview]

Don'’t ever be late.

Remember that you are being judged from the moment
you walk in the building to the moment you leave. Be
polite and courteous at all times.

Emphasize and expand on the keywords and main
points you have made in your rirekisho and ES.

Act naturally. Look at the other person in the eyes when
talking. Smile. Be mindful of the volume of your voice.
And most of all, be confident.

Try not to talk too fast.

Give clear responses to questions.

Practice answers in front of someone to make sure
you aren't talking for too long and that you are easy to
understand.

Read your rirekisho and Entry Sheets out loud over and
over again.

Start your answer by stating the take-aways.

Study and practice your Japanese so you can use
polite and honorific terms correctly and naturally.
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The most common interview used to learn more
about an individual. Practice your answers
beforehand in regards to your reasons for applying
to a company, what your strengths/weaknesses are,
etc., so you may answer with ease and confidence
when it comes up in the interview itself.

L)

A group of applicants is placed together and each take
turns to answer the same questions. The purpose of this
type of interview is to compare applicants against each
other. Therefore, you do not receive much time to talk. It's
ok if you have the same answer as your fellow applicant
as long as you are able to still stand out as an individual.
How you behave while others are talking is also important
and judged! Therefore, stay focused even when others are
speaking during the interview.

¢
(!

F. -
i.’t_

-

A group of applicants is assigned a set topic to
discuss over an allotted period of time. You are
judged on whether or not you are fit for the company
based on how much you contribute to the group, your
communication skills, your level of proactiveness,
etc.

You give a presentation in front of interviewers based
on a pre-set topic that you receive on the day of or prior.
You are judged based on your problem analysis, logic,
presentation skills, etc.

Ou |
[y -

Similar to individual interviews but through video calls
such as Skype. They eliminate transportation and
accommodation costs in allowing the interviewer to
see the applicant’s face even if they are far away. As
the location for the calls is not set, they usually occur
at home. However, prior preparations are crucial
in order for the interview to go smoothly, such as
creating a quiet environment, checking your internet
signal, etc.
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[What are Group Discussions?]

Group discussion is a type of interview in which a group of students is set a topic to discuss and have to reach
a conclusion within a set period of time. What companies look out for here is your “interpersonal skills” such
as cooperativeness, leadership skills, communication abilities, as well as “individual skills” such as logical
thinking and level of knowledge. Through observing your actions within a group, a company will pick out which
applicants they would then want to work with.
(1) What are “interpersonal skills’?
able to listen to and accept other’s opinions (particularly those that do not match your own)
refrain from making statements that are personal attacks on another person such as their character
able to take leadership in a situation when needed
able to build open communication, particularly with people that you are meeting for the first time
able to use proper honorific language
(these skills come into play in your everyday life, such as when you are interacting with friends, family, classmates,
professors, coworkers/customers at your part-time job/internships, etc.)

(2) What are “personal skills”?
knowledgeable about general economics and business management
able to apply your university studies in real-life situations
can bring your individual ideas to any situation
able to structure your thoughts and arguments logically
able to understand and accommodate between differing opinions
able to identify challenges/issues and problem-solve
(these skills are developed from thinking critically on the information you receive such
as through books, news, magazines, etc. Always question and strive to learn more!)

[Group Discussion Advice]

Advice from APU alumni

Make sure the ‘objective’ of the discussion is clear.
Figure out your ‘role’ in the group and.

be flexible.

Listen carefully to what others say, respond, and
clearly state your own thoughts and ideas.

Speak in a cheerful and polite manner.

Pay attention to people in the group that aren’t’t saying
much. Try to include them in the discussion.

Share your knowledge with the entire group.

Each group discussion is a once in a lifetime experience.
Try to enjoy them.

Try not to make yourself stand out for the wrong reasons.
Don't overdo it. Be yourself.

Remember the importance of teamwork.

Actively participate in the discussion.

Make sure a conclusion is given within the allotted
time frame.

Try to arrive at a conclusion that the whole group is in
agreement with.

The small talk and chatter before the discussion starts
is also important. Try to break the ice before discussion
begins.

[Skype Interviews]

There are an increasing number of companies using Skype to conduct interviews. Skype interviews connect
companies with applicants in distant locations and save on both travel time and money.

However, Skype interviews often don't specify a set location, and in many instances they are conducted from the
applicant's home. If you are faced with a Skype interview, make sure you take into account the following points.

Attire Despite it being at home, it is still an interview. Take care of your appearance and dress in formal business attire.
Look around to see what will be visible on the camera. A messy room or strange posters on the wall will not make

Suroundings a good impression! Clean up well before the interview.

Lightin If the room is too dark, the interviewer won’t be able to see your face properly. Make sure there is enough light and
9NtNG | check with your camera before the interview is set to start.

Vivadisnal Check the volume level of the microphone and make sure there is no background noise. If there is noise

backproun d interference, you will need to do some sound-proofing or change locations. If you have family or other people in
so?m d the house, explain to them in advance that you having a Skype interview and ask that they be quiet during that

time.

?ﬁ':;e‘;? Check the camera to make sure your face is clearly visible. Try not to look at the computer screen itself. Looking

N down at the screen and not at the camera (the interviewer’s line of vision), won't give a good impression.

Mobile | Make sure you turn off your mobile phone before the interview starts. Even though you are at home, don’t get too
phone | relaxed!

% If you use your computer for chat or messaging, make sure you turn notifications off before the interview.
% If you can, we recommend having a practice run on Skype with a friend.
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Grooming and Appearance

Being a professional means following the business rules and etiquette. As you are job hunting and taking
your first steps into the working world, you will need to behave and dress appropriately as a professional
in society. Therefore, create a habit of presenting yourself professionally so that you may leave a
positive impression on companies for your future career.
Hair
Your natural hair color, not dyed or
bleached. Clean, tidy, and the bangs
does not cover your eyes.

"o

) -

Accessories, etc. —— ¢ ®
Clean-shaven with no
visible piercings. 4 Necktie
Y Select a color that matches your suit
(preferably blue or yellow). Avoid colors
or designs that stand out.

Dress shirt
A clean white shirt that has been
ironed and all buttons are done up.

Wristwatch
Suit Something simple and avoid flashy
Generally black, navy blue, or gray. ones or ones with characters on them.
Avoid wearing patterns like stripes.
Make sure it is clean with no frayed Nails
spots, pants are properly pressed, / Clean and cut short.

and that the size fits. Leave the
bottom button of the jacket undone. Socks
Generally navy blue, gray (dark colors).
Avoid wearing patterned or white

Bag
athletic socks.

(one that can fit A4 sized documents)
Generally black or navy blue, but should
match the color of your suit. Make sure
that it is not dirty or too worn down.
Absolutely NO backpacks.

Shoes

Select plain-toe type shoes and avoid
loafers.

Must be well polished beforehand.

Hair
Your natural hair color. Avoid perming your
hair to an unnatural hairstyle. The hair should
not cover your face and the bangs should not
cover your eyes. Long hair should be tied back.

Makeup
Wear a natural look. Avoid using too
dark or bright colors or putting on false
eyelashes or eyelash extensions.
Accessories
It is safer to not wear any accessories. Suit (for pants or skirts)
Generally black, navy, or gray. Either
pants or skirts are acceptable as long
as it fits. Skirts should not be shorter
than 3 cm above the knee so that
when sitting, it gives off a professional
impression.

Color contacts
If you are going to wear them, select those
that are closest to your natural eye color and
do not stand out.

Blouse

White blouses leave a more positive
impression. Make sure it is clean and ironed.
Avoid wearing ones with a low cut.

Wristwatch
Something simple. Avoid flashy ones.

Bag

(one that can fit A4 sized documents)

If the bag is small, also bring a vinyl case.
Avoid carrying bags that have a large brand

Nails

Female Clean and cut short. If possible, avoid
doing manicures, but if you must,
choose clear or light pink colors.

logo on it.
Shoes - Stockings
(pumps with 3-5 cm heels are most common) w Wear ones that match your skin tone.
Generally black and cleanly polished. Get Keep a spare pair in your bag for
accustomed to wearing the shoes beforehand. U emergency situations.
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(Business Casual / what is the goal of companies asking you to wear casually to interviews?)

(D They want to see if you are aware of TPO (time/place/occasion) based on your attire
(@ They want to see if you match the company’s corporate culture
(® The company wants to appeal their open corporate culture

« Tops should have a collar
LUCERESENC B - \When wearing casual attire, do not forget to also include “formal attire”
TS LN HIETN - \When deciding what color or type of clothing to wear, remember the main point
of having a “clean” look
Business casual is less formal business style of clothing where one is not wearing a full suit, but still
give off a professional impression.

Center-pressed chino pants are When wearing a blouse, one-piece
OK. Denim or cargo pants, shorts For dress, or a cut and sewn top, be sure to
should be avoided. ISy coordinate it with a jacket or cardigan.

Shirts with a collar are recommended. Avoid wearing miniskirts, long skirts,
Colors that are too bright or dark wide pants, high heel pumps.

_sl:]g:yl_d_l_)?_a_v_oﬁe_q. _______________ Exposing a lot of skin will leave a

If you put on a jacket, please wear negative impression on the company.
a clean T-shirt underneath.

( Job Hunting Cool Biz / no necktie, generally long-sleeve dress shirts, and do not forget to wear a jacket.)

» Simple dress shirts and generally white. Cool biz for job hunting usually means
wearing long sleeves.

» Avoid rolling up one’s sleeves as it may leave an impression that you are
messy.

« Button the dress shirts all the way up.

'Cool biz is not having to wear neckties or jackets during the summer months of June 1% to Sept.'
30" when air conditioning is set only to 28 degrees Celsius so you may be able to work comfortably
in the office.

The 3 Basics of

Cool Biz

If there are no instructions from the Long to short sleeve blouses are OK. Avoid

company, you should still wear suit For wearing blouses with colored patterns, too
jacket and necktie even during the NIy Mmany frills, puff sleeves or no sleeves.

summer. Y | ST
______________________________ In order to avoid your undergarments
Avoid wearing ankle socks or socks showing through your clothes, wearing
with patterns. inner garments such as camisoles is

Button-down shirts with crisp collars neCessay. ..

is recommended. Keep a spare pair of stockings just in case.

5 Pre-Interview Mirror Checks!

1. Is your hair neat and tidy? 2. Are the collars of your suit and dress shirt not neat and folded down?
3. Is your necktie straight? 4. Do you have anything stuck around your mouth or in your teeth?
5. Is there any dust or dandruff left on your suit?
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5 = L < 7 7z

1. Frequently used honorifics verbs (E5-H<-{7<-¥%-R%- 95655 B %)
Standard Verb X Incorrect Usage O Correct Usage

£5 ZNTE. BLLFEETVRREET. zncid. BLLFET.

8% el sEE LTS L. aEEREELE L.

£5 2. BoLeoSNFELRESI 2. BoLrLELRES

£55 %ﬁ@@*fu[ub‘j Lo otunnuuzttab\ -, | KHOOZADBELTOREVE TS - - -,

93 0B DOORERD SOEA THBRRLET. 0B DOOBEN 5TEAV e S ERERLET.

7< L, TlE 11 ﬂ%|:“ﬁ”btttunrc“iﬁ*o . TlE 11 BECAVET.

555 | ShoEniERnIcEDET. SheENMEVEEICAVET.

BRZ | BEEVEOETOREEET, af*?éf:éé&é& LET.

£5 MHEZ385L»oTLE Ul HEbZ>ELTHNE LR,

2. Common mistakes to avoid !

Example Additional comments
PES %&0) 2§.‘f§l~:§}j€§fb§3'a X ﬁgé“;l; NG, rﬁ%*ﬁ&] KCIE_E%?Ito Do not use acronyms nor slang.
;Ef TOEIC” (jﬁ@?bi?e O you may use acronyms that are commonly known.
%dﬁ%lﬁ%%h% Lh'okTT. x @l (BEE%) collouial word
%@Afﬁli’fuff%% ULH'ofcTY. O
ﬁ%’@%ﬁ%l;)\iﬁ)oo*htb‘ﬂui L. | X &b (%ﬂ %tﬁf y%&’é’%lﬁi) Colloquial word connoting pluralism
Eﬁéviﬁﬁiﬁlw\smoo*/mbnmg Uk | O
3‘.)?&_63'75‘\ Eﬂ&)tdé.‘ﬁ%lﬂfc LET. X fBgﬁ'@'b‘J {$;ﬁ¥leZ655&§ You would use this expression to ask the other person to do you a favour.
£BLINE, BHTTERWELET, | O
L—%;;ﬂkﬁﬂ?ﬂ;l) rU—=UF UL, X Umié%i!gh I'LME%L':J I—LSK’A%%J H(‘:Efim% Be careful of redundant expression
f%?éu%ﬁﬁu/ FU—UELI. 0
ﬁ.EL(;Ef‘ D‘E%@Zé%ﬁfcf%t?o X iﬁgﬂz f’ég}@ (;‘%%ﬁﬁ%ﬁ(‘:%@ﬁ\i‘ﬁéﬁ Wrongly used as ﬁﬁhgﬁh is generally used with a negation.
ﬁﬁuaarnxmmt@o‘&a&tm o
#'ﬁ?luﬁlﬁﬁb\ LEFT, X ﬁé%él; NG. Do not use acronyms nor slang.
‘#’é;a%.ﬁ(_aﬁmbsm o
TT<HRICED % Ul x 3] : [9 <] is wrongly used in this case.
ETHARICEDE U, O r;E%J TH&EL. May also use Ee
YTy RBEVEDEERT B & X BUELVESE  Unclear expression
KoLy MEEETBE O [#W5) BRB.  No need to say ‘L1’

Also watch out for other taboo words during your job hunt:

© Colloquialisms and fad words or slang you would use W|th your frlends
A

® Words unique to APU : APS, APM, ‘5. ERSHE, EESE, )\ (AP \DR),

etc.

3. Words that help you buy time

Requesting the other party to repeat or elaborate When you wish to reserve answering

f’j{ﬂib FIH o< TTH The words and language you use

BFERESDDLET Y SU b voTy y R e

BILLVETBHRULRTETVFERAD RELB@CTIH the use of polite language and make
Ry T o o v

4. Addressing the various types of companies
&7 - {7, ERSE=aE

PELEHOL Y

HRas

BALY  EA

=& - i =

resume and interview you.

) AL

G, Estherm =it - B
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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&3ZVLET ] 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

BTEE .

z.f COCOeCCQ ojp Make the subject clear and
BeC - concise like this example.
fr: ENEROBEN @

2’3‘/\)5@5 i
T [{#197] is for when you don't
PRARHO000) / know the name of the person in
A # charge. If you know their name,
) use the person s name and
ELHELT,

Aty o 7 K EREOORHORED I'ﬁj instead of F1EI1EF'J
ﬁ‘ﬂﬂﬁ Jwré Eﬁl,i?’

B, L?iifa%’,’iéﬁﬁ @%m%% LThy. BHOOOIML TRE R kafsE L,
orELTI ko F%*i‘ﬁ'mj EoRER s TUR R CELET,

gy » ¥ U»?L:

YT T KT FRFOORH

HEifE VA

Ew{ /I/ 0000 @ apu.acjp

& B TOOO AAAA . 2
OOBOOHOORAT BOEOS

Th b BATS
BiEES | OO0 -AAA -O00O
GOEOEA TS

#EES | O00-AAAA-OO00
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If you wish to request for a rescheduling of the interview:

BABL  BAEDIC

Bl E>THEY ET
iR FLALESTEL

THET O TR RROOSHENO0L HELET,

BhAEDISL

HEABOCBREVNRRE, McBYNE S TTNET,

WFh BRSHAEOULES BRSDALITA  EEOLUA

=i, *EE L Reow CLE AL, OHOE%&%EI®¢F§§ RSt / iRER ) I
HELarhiass T, BilicsflT sz enTesth,

BEaBE CAERR CETTLETH, & LARTLES

RO B b5 5 18 C BB AR & BTN ENT L & 3.

S

a*aﬁs:&m\w Li L. jt”'Eﬁ LRoELE A,
i, &5 L<BBVELLFET,

L& 1

(& 4)
If you wish to request for more time in order to respond to their job offer:
KJL“(L‘L& e A ES5kA
ths : PIREAERRAIRIC T B o iEek
OOMRAH
AN OO
aﬁ%ummuﬁo -
HALD  BAED UosBLhA febaLg Sfebai<
5H, EEEBUEETOLREELRIRET YT AFERFDLANTY,
)N mmé%m\m ib'{;juﬁ)‘cgiéféUbggégb\i?o
TOESHREREVRLEC T EHTE FRIEL KRB TOET,

Aﬁ@%@i??ﬁ Lﬁb<ﬁ%%vtﬁ tv&ﬁvgéﬁﬁbibto
Li3, il s e HEOBEE VN T B, T550BLENTHTHBHN LN EERTHYET,

FeAAFY £ < LK)

%Béha*ﬂu%k?{%h’a’:ﬁ‘z CTHEYETH, —EEEATHCETTDOT.
BBl R L0 dFrT0ET,

WE%vttvth%ﬁﬁbbﬁigéh ﬁ??b (

BEROROHETHEBULC CLRAETLE 50 Example of writing a specific date until
which you wish to request for more time,
before you can confirm your response.

WolESTE DTS (AR EESLIBC

L*BbOJ 759’]7&%5‘“'(7(3{’54@'(!3:; CNETHN
cERoEE, MRk s L sBrELErET,

L &L

(& &)

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

J

‘uosJad
A4

[B&] asn
REL T
M 10U ale no

ﬁ@emo!ued e 0} Bunii

O —
) O a0
" O %
e O #
Fx o v
Ak o 7
P O *:
w1 o %
& gx Fr
&0
o}
o 9 %
O "OF P
Q %1 g»
A e dme
X A 3
AT
A as )
C 0
O & 7
o O
o %
O

iR3

BOmOROY

#

A

TR ACNEBT

MY oAL RS < RS 4
M SIS VI ¢ V] gi &l
LEmATA RO

, i b L‘o< ok 4 z""P/L f{,; -7)&'} O
T o Br o B ois g 2.
WO e -{ 5%
. t Rl E e
pol B S TR SN
AN I i % 88
z, £on AL % |23
A T 5
S [ IR
L £ 5 90 FO
o8 < 3 2% Ed L g)“
& KN T <
L v O~ %k
T, s o O E R
EE T 2y v B,
<, AN %«'ﬁa ﬁg 7= <§§
7 ke B o L7
moat ez 2P
< Btoo b 4 L
I £ & ; e o ko
< e #OF g
¥ » Loz 2
w NN B

| Date and Signature |

Opening Words

(AN

Closing
Words

Main Body Introductory

Paragraph

‘noA yym Bunesw way} Joj apnyelb nok sasseudxe Jey
Bunyealb e ajum aiojeq way) 1ow sAey noA J “e|dwexs

SIy) 8sn a10jaq uosiad ay) Jau JaAau aAey nok ||

i

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.

Lelwd
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Basics of Writing a Postcard

. — .
<Front Side> S <Reverse Side>
[0}
o 78
25 i
D Kb BA _ #o b =07
OO00000 | |Sa] zéckoros .. 282
S8 | OOk 24t A¥p it Z53
53 g35
S @ T o
O RS Bo | ™% . . : c8s
o) =3 g; OO &, #iki - 5 & U 259
» %l Qg | tWiv, . // e
i =2 xc¥kceuoxuiss, RukioOO || @ag
A S Cxid ek R A i3 ¢ =
S Q i | |@8|o¥kchizir, witaykmich. || BB
Ty O - 0 Po | cpnzt, oralcu, AE-ARERH 33
o) v % T trecurrard, chsezeTors |
2 8 a | WS een o | e
o) T THEod, WIBHTIFCLSHE, SHA | (s0s
%X e [%” DL, HELALCBRCE L L2, =25
5 Rz = Boa 5@
T A & Y oron =
m. T o’ 7= AN
B B KR ga8 T000-aaaa NB@s
E e v T000-psAn NO@ S
v F gce OO¥OOHOOTATHOEROT || o =S
7 0. 558 TELOOO - 0000 0000 | | &5 S
E 353 2HET V7 RFERFOOFH | |2 3@
[
fo2a— Lo 298
OO0Ooooo - Bm® Vvt | |@ag
g3 2%
w» ®
. R4
* Your address should be written on N

BOTH sides of the postcard
Writing Envelopes

@) ]
O gi OO0O-0000

(T . Rl
5= % 0 20
s = i @) %20
o (0] /ﬁ\ﬂi X < Y ‘:?:‘,:

= It %
23 AS AR 3 78
S ¥ ot 7

=3 7 X~
2O\ ~ e A 520
;'9‘ 8 %P;a T? *:Oi

= r B2 [
I'?Ig @] rP?» O B }E;,A
ug O, ) %1 Eo A .

g | & Q. y O 7

5| 7 7 30

g G

73

<

o

L

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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Writing a Japanese Cover Letter when Sending Documents

Application documents, additional submissions, informal job offer acceptance letters . . . you will need to
send many types of documents during your job hunt. Try to attach a simple cover letter to your documents
to make it easier for the recipient to know what you are sending.

Example of a Japanese Cover Letter for Sending Documents

S wOFOROR
#*f&./\ﬁOOOO
?“‘F OO0 OO # R s
ERS 3 /7£%é£ 00%
ﬁi‘ﬂﬁ Ul /z‘
TEL : OOO—-0000O—-0000
E-mail : OOOQO @apu.ac.jp

-

150T )3

THREM IO VT

vty R A A 9 E
ﬁk %%’jiﬁrmfw T NS AN

Cim&évtt\ﬁtbhwt7gévi¢ SREGE £
Lu?@ ﬁ%kﬁ*%?vttgi¢ ﬁwT*wiﬁioiAL
< a‘oﬁﬁvfil, ¥+,

AR

B
La T
£
L3950 k)
GECESS N
"O@F - 1
L .
- O@F -+ 114 N
)
A

For advice on how to write an English Cover Letter when sending your resume, please refer to p. 52.
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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)>

 AEHER
Notice of Infarmal Job Offer RPYE AR L= (R « ERO U A& o0 L%

Plo

AR TdaysOae 20 Y M AD 1

PS AP - G - GID Tou] i 1 Stdent D Nember 3
| = T‘! I O T T A S
)

ConpanyNuiber
T3

p— AR 52, AR, TS, SRBTTS
Mearsof
Aopiaion

Vi
Mearsof
Confmn
% e

C
IR Pomarent s CINIAE) Conactset

20w A M 20 ®

1 Yorroreo (HEFSECOMIRATAL BASUA )

HOBRORATRICBAL T RZEV, Piic/ Goerment Busness

v, AL

R, BANCH SEEERCAN LSS,

S R
LocsonclScho. DatctConfmain 4

When Filling Out the Notice of Informal Job Offer
EWTOLY
* The WZEHR (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.
*k Be sure to read over the “Handling of Personal Information” section written on the back of the form.

VT EVWEWTLY

The Difference Between NE and AL TE

Fundamentally, there is not much difference between the two words. Hog\(er\{er, according to
M

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

October. Therefore, job offers given before this date is usually referred to as 4L 7E.
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BWTVWLESELLE Ep3LrBLPLLL

Signing the AERGEE - ALERZE (letter of acceptance Of]Ob offer

BEOTLLEIELS
There are certain companies that will ask you to submit a Wiﬁ(%i or l ?:I:*E"F.'\Ji 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. |

o 4 o x dop e | "iﬁnﬁa/ JT’:&:F/¥7C-7-<DOOCEBL;§§'O
O alden @ & v akth x A0 || GHEHOSECOLCELEBBARE, HDHES
RGO K E E o T | TELELRE. B b‘lﬂi(ﬁﬂ*ib‘b@ﬂna@ué’fiéié
25‘57_‘3“ O S SiE f; L] EFUR, TNBUERI. K0T R PTEED
RS AN I S T BOTTREREL TBOFT. HLTHSBHS
At i—\igs B fi‘( Lox ;g;’é{i L | BUEEEDETOT, SBUBRUELET.
¥k C ok ﬁ S-SR FFFCHEZLE, EEESUTLREELL,
ok R S f GUEL | 1| sopesTRELR.
o0& i rai2 |
oRe] voxooe T |
ﬁzj‘:ﬁ} ‘fgg %\ ;;;,g, i : thank you phone call to the person who introduced the job to you.
S £ 1o 2 gk |
o0 MR *;‘»;:g;% @t 3]\% || COBTLSOLeLETH?
e Foay Alpissi | iz %EOO%@L%”MZAAAHG)E%’E Brages
E: e f“t T’%\:J-_ﬁz D] TUERERURIOESUET. OORICBIIRAEL
B : PSR rrEsURshOT. AH. SECAASHRORED
) - ,{;’ N £ BAEVEEEEUL, DHSEBLTEDET,
Foow s T L #g || sEdeTcRECALR SEUF TS, BoREsE
SH A || SRR TR AL B0 STRVELT,
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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.92-93 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
visit the company and offer a personal apology to the HR manager. However, if due to various reasons
you are unable visit the company in-person promptly, then please call the manager first and express
your decision. Afterwards, follow-up with a visit to the company or send them a letter of apology.

An Example of How to Turn Down a Job Offer through Phone
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IV. Confirming Your Career Choice

Example of an E-mail of Apology for Turning Down a Job Offer
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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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=> V. Career Office Support Systems

Job Hunting Consultation System

The Career Office offers counselling/consultation services to assist you
with your concerns on job hunting, internships and any career planning
related matters. We highly recommend that you consult us to ensure you
receive the assistance you need.

How to Use the Consultation Service

An appointment is required for consultation sessions. Please make an
appointment by presenting yourself at the front desk of the Career Office
at least 10 days to 1 day prior to the requested day. If you are away
from campus and cannot present yourself in person, we will accept your
reservation by telephone (0977-78-1128). Please note that reservations by
e-mail are not accepted.

When making an appointment, please note the following points.

1. Preferred Date and Time
Time slots for counselling have been set as follows. Please choose the most appropriate time for you.

(1) 11:30-12:00 (2) 12:45-13:15 (3) 13:30-14:00

(4) 14:15-14:45 (5) 15:00-15:30 (6) 16:00-16:30

*The office is closed on Saturday, Sunday and during holidays.
*If you are on student exchange or participating in a program at another university to which you are unable to be on campus,
consultation via Skype is available for you.

2. Topics for Consulting
If you request for a proofreading of a rirekisho, Entry Sheet, resume, etc., or a mock interview:
please submit a copy of your documents (rirekisho, Entry Sheet, resume, etc.) at least 24 hours in advance (not
including Sat, Sun, or holidays) to the Career Office.
For other topics:
Day-of consultations are accepted for topics including: general job hunting, company research, self-assessment,
job offer/declining job offers, visas, internships, general student life, etc. However, if a counselor is not available or
there is already a consultation reservation in place, please understand that you may be requested to reschedule the
consultation to a different date/time.

3. Career Counsellors
The counsellors in the Career Office all come from varying professional backgrounds. Companies and HR managers
all have different standards and personalities as well, so when receiving feedback on your Entry Sheets or doing
mock interviews, it is important to receive feedback from different people. Therefore, when using the Career Office
services, try to meet with different counsellors for different feedback to further improve your job hunting.
*On the day of the consultation, refrain from arriving late to your appointment. If you are late more than 5 minutes, your consultation will
be seen as a cancellation.

[Business Manners During Consultations]

+ Do not be a no-show!
Once you book a reservation, the counsellor will be doing the necessary preparations in anticipation for your
arrival. Furthermore, as that time period has been reserved just for you, other students are not able to book
consultations. Therefore, be sure to arrive to the consultation and be punctual.

- Submit your Entry Sheets in time!
The deadline for submitting your Entry Sheet for feedback is 24 hours in advance of the consultation (3in the
case that the consultation is on a Monday, the deadline would be the Friday before). Counsellors need plenty of
time to prepare quality feedback for your documents, so in the case that you are unable to submit it in time, there
is a possibility that you may be asked to reschedule the consultation.

+ You may only have one consultation reservation at a time!
In order for the Career Office to be able to meet with as many students as possible, you may not hold multiple
consultation reservations at a time.

+ Do not be late!
Reservations tend to be completely filled during the peak job hunting season. Being late to your own consultation
then impacts the next reservation, so time extensions are not possible. If you are going to be late to your
consultation for whatever reason, be sure to contact the Career Office as soon as possible.

We appreciate your cooperation in allowing as many students to fully utilize the job hunting consultation system. May
you have a successful job hunting experience!
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Using the Reference Room

1. Reference Room
The Reference Room is located on the 1% floor of A Building and has useful materials for your job hunt
such as conducting industry and company research, open job postings board, newspapers, event
pamphlets and workshop info board (see diagram below). Computers equipped with SPI software are
available for you to try or practice as well. In addition, it is a great place to exchange job hunting info,

network and get to know other students who are job hunting. We highly encourage you to take advantage
of these resources and get well-prepared to get an offer for your dream job.
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Verification of Job Hunting Activity

—if you have a recruitment screening on the day of a class or exam at APU—

If an interview or an examination for job hunting happens to coincide with the day of a scheduled class or
final exams, first request that the company reschedules. When doing so, refer to “Notice for companies,
when requesting to reschedule a mandatory screening” form under the “Absence from Class due to Job
Hunting Activities” page on the Career Office website. Companies will usually make allowances such
as for individual interviews, but may not for selection screenings that are designed for large numbers of
participants.

In the case that it is impossible to get the selection screening rescheduled and you have no choice but
to miss your class/exam at APU, please request for a Verification of Job Hunting Activity. If you are
able to provide documentation that confirms your attendance in the selection screening, we will issue the
document.

However, absence from class for job hunting is not considered a university-approved absence. It is up to
your instructor to decide how to accommodate for your absence. Submitting a Verification of Job Hunting
Activity does not necessarily mean that your absence is excused or that allowances will be made in terms
of grading. Furthermore, certain conditions must be fulfilled to be able to obtain this Verification of Job
Hunting, and the procedures vary depending on the situation. Therefore, please proceed with applying for
the form after checking the conditions and whether or not you are eligible.

There are deadlines for requests for Verification of Job Hunting Activity. Requests with missing
documentation and submissions after the deadline will not be accepted, so if anything is unclear, please
consult with the Career Office rather than trying to figure it out yourself.

For more information on this form, please check “Absence from Class due to Job Hunting Activities” on the
Career Office website.

Please note:

eNotify your instructor in advance that you need to miss class due to job hunting activities, and obtain their
consent.

ePlease be aware that absence for job hunting activities is only authorized for the day of the activity in
principle. However, in the case of extra days needed for travel to attend screenings occur during the final
exam period, please consult with the Career Office before the day of the screening. Consultations at a
later date will not be accepted under any circumstances.

e\When requesting the company to fill in/stamp the form, please inform the company beforehand and not
on the day of.

ePlease refrain from asking company representatives to send documentation directly to the Career Office
by fax or post, as this is very impolite

eBe sure to check the f%iﬁ@aﬁ%lﬁj section in each of the varlous types of Ver/f/cat/on of Job Hunting
Activity: ROPEPY ﬁ%ﬁﬁ] (session/regular class), REOPEVE - Y Hﬁﬂiuﬁﬁl (session exams/
final exams)
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Issuance of Various Certificates

Automatic Certificate Dispensers

During your job hunt, there will be times that you need to submit official documents and certificates such as

your transcript of academic record and so forth. You can use the automatic issue machines to obtain these

certificates/documents. The location of automatic issue machines and operating hours are outlined below.
(Information current as of July 31, 2017)

For Regular students (except for those on a leave of absence)

APU 1st floor, Building A Mon ~ Fri 8:45~18:00

APU Library Times when the count.er is available

for use on opening days

Ritsumeikan Tokyo Campus Mon ~ Fri 9:00~17:30
Ritsumeikan Osaka Umeda Campus Mon ~ Fri 9:30~17:00
Locatlon. & HOl.JI.’S of Rlltsumelkan Uni Mon ~ Fri 9:00~21:30
Automatic Certificate Biwako-Kusatsu Campus (BKC) Saturd 9:00~17:00

Dispensers * 1st floor, Core Station aturday : :

Ritsumeikan Uni Kinugasa Campus

st floor, Shitoku-kan '\gort‘ . r g : 8 8:? ; : g 8
(Campus Information) aturaay ’ ’
Ritsumeikan Univ Osaka .Ib'arakl Mon ~ Fri 9:00~21:30
Campus (OIC) 1st floor, Building A Saturd 9:00~17:00
(in front of AS office) aturaay : :

o Student ID Card

What you need o Payment for the certificate (Charge your CO-OP membership in your student ID
card at APU and with cash at other places)
Certificates/ o Certificate of Enrollment
documents available o Transcript of Academic Record
(English and Japanese o Certificate of Prospective Graduation/Completion
versions available) o Health Certificate

* Operating hours may change (due to holidays, inspections, etc.) Check them on the website of each campus.

Obtaining certificates/documents by post or in person

It is also possible to request certificates/documents in person at the Student Support Center or by post. However, you
will not be able to receive the required document on the day you made the request. Students are therefore advised to
request documents in advance.

The place to apply is the Student Office. For details of how to apply, please check the website (How to Request
Certificates/Transcripts: http://www.apu.ac.jp/home/alumni/content4/)

If you have any queries, please contact the Student Office as shown below.

Student Office (1st floor, Building A)

TEL : 0977-78-1124

Contact FAX : 0977-78-1125

Email : shoumei@apu.ac.jp

(Please put your name and student ID number in the subject line)
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APU Career Office/Ritsumeikan Tokyo-Osaka Umeda Campus Information

APU Career Office

[Operating Hours] Mondays, Wednesdays, Thursdays and Fridays 11:30 ~ 16:30
Tuesdays 11:30 ~ 16:30
[Location] Building A, 1st Floor
[Contact Information] 1-1 Jumojibaru, Beppu City, Oita Prefecture, 874-8577
TEL : 0977-78-1128 FAX : 0977-78-1129
E-Mail : career2@apu.ac.jp URL : http://www.apu.ac.jp/careers/
Facebook : https://www.facebook.com/apucareer

AR A OKER

Ritsumeikan Tokyo Campus .

Services available include career consultations,
Entry Sheet checking, mock interviews, and issuing

S ps———) . certificate.zs/transcripts

e [Operating Hours]

SN . Mondays through Friday
PASONA ’%‘; 9:00 ~ 17:30

[Contact Information]

8th Floor (Floor B), Sapia Tower,
1-7-12 Marunouchi,

Chiyoda-ku, Tokyo, 100-0005

TEL : 03-5224-8188 < General Enquiries >
TEL : 03-5224-8199 < Student Enquiries >

EYSZE,
TS A-NHTTAF,

R

SREEgR

COREDO
BAME

Ritsumeikan Osaka Umeda Campus .

Check for available dates/times for career
consultations and Entry Sheet checking. Mock
interviews not available. Certificates/transcripts can
be issued during hours of operation.

[Operating Hours]

® Jeosti Mondays through Friday
UREEAIRISEF v/ (R 9:30 ~ 17:00
KIREEERL IV 14F [Contact Information]

14th Floor, Osaka Fukoku Seimei Building,
2-4 Komatsubara-cho,

Kita-ku, Osaka, 530-0018

TEL : 06-6360-4893

O SIRIGERE

TR

OETIBHEEIL

% APU students may use services provided by the Ritsumeikan Tokyo and Osaka Campuses. However, consultations cannot be booked by e-mails or telephone. Check their
website for details and operating hours (subject to change)
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Going to Graduate School

—preparations and schedule for graduate school admission—

In recent years, more and more people are pursuing graduate studies in order to enhance their own
expertise. Some enroll in graduate school immediately after graduating from an undergraduate program,
others do so after having worked at a company for a while; the timing may vary, but surely there are
many people who think about going to graduate school at some stage. At APU, around 10% of new
graduates proceed to graduate school immediately each year. Here we provide a brief introduction to
the matters to consider when planning graduate studies, as well as the preparations and schedules for
admission.

1. Why go to graduate school?

One of the primary reasons that people decide to go to graduate school is to develop expertise and
expand future job prospects. There are some jobs which are only open to people with a graduate degree
such as researcher, university professor and United Nations employees. For people interested in jobs in
these areas, graduate school is a stepping stone on the career path. On the other hand, those who gain
employment in the private sector after completing their program may find, depending on what kind of
research they undertook, that their graduate school qualifications are not highly evaluated. Such people
may not enjoy a sufficient return on the significant investment they have made in tuition fees.

Advantages Disadvantages (points to note)
Can develop expertise in a field of choice High tuition and living costs
Quickest pathway to a career in research Later entry to the workforce; can be a disadvantage in
Offers broader range of career options in the future (United graduate employment
Nations, international NGOs, etc.) Stronger specialization can make career change more difficult
Outside Japan, graduate degrees can sometimes be a For MBA programs, work experience is often required for
prerequisite for promotion to managerial positions admission

2. Clarifying goals: what to study at graduate school

The first step when thinking about going to graduate school is to clarify your goals; in other words,
what you want to study. You can develop specialized knowledge in pursuing higher education through
Master’s and Doctoral programs. There are also professional graduate schools such as law schools
and MBA programs available. Therefore, you would need to think clearly about what you want to
get out of graduate studies, what area you want to work in, and what careers a Master’s or Doctoral
degree might lead you to. Graduate studies take time and money, so clarify your goals and decide
which option is best suited for your future plans.

For each different post-graduate course, the goal is to develop personnel who can contribute to society
through research. It is then important to also think about how you would like your own research to
contribute to society as well.

3. Three things to think about when making your decision

There are three important points you must consider when deciding whether or not to go to graduate
school: financial capacity, language proficiency and GPA. It takes time to prepare for each of them, so if
you're planning to go on to graduate studies, you need to think about them at an early stage.

(1) Financial capacity

Graduate school costs money. If you are considering a graduate school outside Japan, you will need to
cover not only tuition fees, but also travel and living expenses. Discuss your options with your family and
research what scholarships might be available, to confirm that you are capable of meeting the financial
burden of study right through to completion of your graduate degree.
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* Types of graduate school programs that are available include 2-year programs where the courses
focus on imparting you with needed practical skills and research programs that do not require prior
knowledge in the field. If your language ability does not meet requirements, graduate schools may
then offer you a conditional admission in which you will need to attend preparation courses as
you enter the university. The tuition for graduate schools in the United States of America are quite
expensive, however, there are many scholarships available to apply for to help you with the expenses.
England, on the other hand, generally provide programs in which you can receive a Master's degree
in only one year. As the majority of the universities are public in England, compared to America, tuition
can be comparatively lower, but living expenses from living in urban areas will become expensive.
(Source : JAOS — iRt HIENBHNBZHES )

As you can then see, the expenses for attending graduate school abroad depends on the country,
major, and exchange route. Be sure to then confirm how much expenses would cost on an annual
basis including living expenses. You can find the average living costs on the university's websites as
well.

For reference (info. in Japanese only) : KEREBZ IV )LT /2 https://www.gradschool.jp/fee/
index.html

(2) Language proficiency (Japanese, English)

Language proficiency is a requirement for admission to graduate school. The level required varies
depending on the country in which the graduate school is located, so please check early. The average
period of study required to achieve the required score depends on the proficiency level to start with, but
is said to be around 10 months for TOEFL®, and 4-5 months for GMAT.

English language proficiency: TOEFL iBT® 79-104 / IELTS 5.5-7.5 / GMAT 630-700

Japanese language proficiency: Japanese Language Proficiency Test N1 or higher

(3) GPA
As graduate school involves specialized study, your grades at university are naturally an important
consideration. A GPA of between 3.0 and 3.5 is required for admission to a top-class graduate school.

4. Graduate schools outside Japan

The admission process for graduate schools outside Japan is completely different from that for
Japanese graduate schools, in that there is no entrance exam. In addition to imposing prerequisites such
as TOEFL® and GMAT scores, applicants are subject to an integrated assessment of essays and other
application documents to determine if they have the potential for success in the future.

(1) Decide what to specialize in at graduate school
You need to do proper research in advance as specialist programs vary across different universities.

(2) Work backwards to create an action plan based on application schedules

There are many requirements that need to be fulfilled at the time of application, and many of these must
be achieved in a short space of time. It is therefore of the utmost importance that you plan a schedule
working backwards from the application deadline.

(3) Strategies for improving your score in tests such as TOEFL®, IELTS, GMAT, and GRE

TOEFL®, IELTS, etc.
Applicants submit these test scores to prove they have sufficient English language proficiency to pursue graduate
studies abroad.
The scores required vary depending on the graduate school. Some graduate schools will grant conditional admission
to applicants who have not attained the required scores, imposing conditions such as submission of scores by a certain
date, or participation in an affiliated language program prior to commencing graduate studies.

GMAT, GRE, etc.
The GMAT (Graduate Management Admissions Test) comprises four sections: Analytical Writing Assessment,
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Integrated Reasoning, Quantitative/Math, and Verbal, assessing applicants’ proficiencies across a broad range of skills,
including reading comprehension, writing, grammar, vocabulary and expression, and specialist knowledge. Candidates
do not receive a pass/fail result, but rather a score out of 800.

The GRE (Graduate Records Examination) is designed for American Bachelor degree holders, and is a prerequisite
for admission to many graduate schools in the United States. Top-ranked graduate schools require the highest GRE
scores. It is crucial to begin improving your language proficiency as early as possible in order to get such scores.

(4) Prepare essay, recommendation letters, and other application documents

Applicants are usually required to submit 2-3 recommendation letters. These are usually written by professors in your
academic field, and should include comments on your achievements, attitude to studies, and prospects for success at
graduate school. You will also need to submit an essay, which you must write with an awareness of the perspective of
the admission staff who will read it. If you meet the requirements in regards to GPA and English proficiency test scores,
the content of your essay and recommendation letters will play an important part in determining whether or not you are
admitted.

Required application documents

® Resume
© Essay
©® Recommendation letters

@ University grade transcript
© TOEFL iBT” or IELTS score
© GRE/GMAT score

5. Graduate schools in Japan

The application process for graduate schools in Japan usually requires prior specialized knowledge,
essays, interviews, etc. When you apply, you would need to submit a research plan that includes details
of what you will be researching and how you will be researching.

The application period usually begins in June and goes on to February of the following year. However,
depending on the graduate school, there are universities that have 3 recruiting periods. Therefore,
research ahead of time the application requirements of the university that you would like to apply to and
schedule and prepare accordingly.

6. Useful links

Title URL

KERRICITTS! [Let's Go to Graduate
School']

Web K&, KZBEE [Online university /
graduate school fair] daigakuten.com

http://www.daigakuin.ne.jp/

http://www.daigakuten.com/

AGOS 7JX - I+J(~ [AGOS Japan]

https://www.agos.co.jp/

B2y 1)b¥a [Study Abroad
Concierge] beo

http://www.beo.co.jp/

APU ZF#E4L 4V HE 21— [APU Alumni
Interview] ®

http://www.apu.ac.jp/spa/modules/studentlife/
article/?contentid=194

APU ZE4E A5 E 21— [APU Alumni

http://www.apu.ac.jp/spa/modules/studentlife/

Interview] @ article/?contentid=200
JAPAN STUDY SUPPORT

NASPAA(FOR STUDENTS)
*Information on MPA, MPP

PPIA Program

http://www.jpss.jp/ja/

http://www.naspaa.org/students/graduate/schsearch.asp

https://www.ppiaprogram.org/ppia/what-we-do/consortium/

7. Career Office Reference Room
The Reference Room in the Career Office has books on graduate school admissions, brochures from leading graduate
schools in various locations, and scholarship information files. Please do make use of these resources.
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International Organizations

To those who intend to find employment at an international organization and get involved with various
support activities and aid programs, the details below will provide a solid foundation. It is mandatory that
you start planning your career from an early stage and ensure that you are qualified and experienced in
order to apply for many of the international organizations. Usually, completing a Master’s degree will be
required in order to join as full-time personnel or apply for internships. Make sure to research in advance
and look for opportunities that could enhance your experiences.

1. List of Main International Organizations

United Nations (www.un.org)

Organizations established under the United Nations General Assembly
United Nations Development Programme (UNDP), United Nations Environment Programme (UNEP), United
Nations Office for Project Services (UNOPS), United Nations Population Fund (UNFPA), United Nations High
Commissioner for Refugees (UNHCR), United Nations University (UNU), United Nations Children’s Fund (UNICEF),
Entity for Gender Equality and Empowerment of Women (UNWOMEN), World Food Programme (WFP), etc.

Specialist Organizations
International Labour Organization (ILO), Food and Agriculture Organization (FAO), United Nations Educational,
Scientific and Cultural Organization (UNESCO), United Nations Industrial Development Organization (UNIDO),
World Health Organization (WHO), International Civil Aviation Organization (ICAO), International Maritime
Organization (IMO), International Telecommunication Union (ITU), Universal Postal Union (UPU), World
Meteorological Organization (WMO), World Intellectual Property Organization (WIPO), International Fund for
Agricultural Development (IFAD)

Other International Organizations
International Atomic Energy Agency (IAEA), World Trade Organization (WTO), Organization for
Economic Co-operation and Development (OECD), etc.

2. Types of Jobs

UN staffers can be categorized into professional staff and general staff.

Professional staff
Professional-level (P-level) staff members engage in operations relating to their special knowledge and skills.
In addition to these position levels are also managerial posts ranked director level (D-level), along with director-
general positions for international organizations. Job applications are invited internationally when vacancies occur.
Candidates employed are those who are already capable of fully performing the vacant positions. Responsibilities
undertaken by staff members on these levels can be broadly divided into: (i) direct operation/ management of various
programs (regarding development, economy, the environment, etc.) implemented by respective organizations, and (ii)
secretariat operations (finance, personnel, general affairs, public relations, etc.) to indirectly support the programs.

General staff
General staff (GS) members engage in general administrative jobs under the directions of P- and D-level officials
in the headquarters and field offices of international organizations. In principle, new GS members for each
organization are locally hired. Those seeking jobs for these organizations need to make inquiries and apply for
them in person. Check whether the offices of the international organizations that interest you are based in the
country or region you are from.

3. Qualifications and Abilities Required to Join International Organizations
In addition to a good academic record, you will also need to improve on language & communication, leadership,
organizational, research and other skills, along with internship experience and a flexible and passionate attitude
towards working in a diverse environment. It is said that the average age of people working for the United Nations
Secretariat is 45.9 years, and that the average age of people entering level P-2 jobs (positions requiring the least
experience) is still 37 years old.
Language proficiency...Business level English, French and another United Nations official language (Arabic, Chinese, Spanish, or Russian)
Academic degree...Master's degree or higher in the field related to the position that you are applying for
Professionalism...Work experience and the like in the field in which the candidate holds an academic degree
* Bachelor’s (BA) degree holders are eligible to apply for GS and P1 positions.
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4. Main Methods of Applying for Positions (Professional/Director Level) in

International Organizations

Application for vacancy announcements
International organizations invite job applications only when vacancies occur, and recruitment is conducted
internationally. Vacancy announcements by these organizations specify job responsibilities for the open posts and
qualifications required of applicants. This job opening information is posted on the organizations’ websites, and
distributed from the organizations to governments of member states. Basically, these recruitment activities are
conducted irregularly, and in most cases, are for mid-career applicants.

Competitive examinations (national competitive recruitment exams and other tests)
Competitive examinations are conducted to hire staff members by nationality, to promote GS members to P-level
positions, and to hire members for language-related posts, such as translators. In principle, these exams are
conducted on a yearly basis. Successful candidates are selected through documentary screenings, written exams,
and interviews.

5. Main Application Methods for Japanese Nationals

(D Apply for an advertised vacancy
If there is a position you wish to apply for, and you are eligible to apply, obtain the prescribed application
documents from the international organization’s website, complete the documents, and lodge your application
online. You can search for advertised positions on organizations’ websites under titles such as “Jobs,” “Career,”
“Employment,” “Recruitment,” and “Vacancies.”

@ Apply for AE (Associate Expert) or JPO (Junior Professional Officer) positions
AE, JPO and YPP (Young Professional Program) positions are government sponsored positions for a fixed
term (usually two years), for persons wanting a career in the UN or one of the UNs related organizations. These
positions aim to foster the necessary knowledge, expertise and experience required to work in an international
organization and open up the path towards a full-time position. People applying for one of these positions will
need proficiency in the UN designated languages for their written documents and interview.

(® Apply for the Young Professionals Program (YPP)
The Young Professionals Program for the United Nations Secretariat is a recruitment initiative for hiring young
professionals within the United Nations for participating countries. It consists of an entrance examination that is
held once a year, and those who pass are offered a two-year fixed-term contract. After the two years are over and
you have given satisfactory performance in your work, you may then be granted a continuing contract for hire. The
type of open job positions and the participating countries vary year by year for this program. However, besides the
United Nations Secretariat, other international organizations, such as the FAO and OECD, are also implementing
similar programs for hiring young professionals.

@ Apply for a Field Mission
To try and increase the number of Japanese staff at the International Organization, the head
of human resources and other recruitment officials are sent to Japan to hold recruitment interviews. Japanese
staff are them employed based on a screening of written documents and an interview exam.

(® Using the Vacancies Roster
People interested in working for an international organization, who already have some relevant work experience,
can register for the vacancies roster put out by the Ministry of Foreign Affair’s international organization HR
center. The center sends registered persons information about any open vacancies for positions that meet their
experiences and qualifications.
To register, you need to meet several requirements; be a Japanese national, hold a master’s degree (in a field other
than linguistics, languages, arts and physical education), and have at least 2 years of experience in a relevant field.
The center does not send out information on vacancies at international financial institutions such as the World Bank
and the International Monetary Fund.

6. Other Organizations Not Related to the United Nations

NPO - - - [Non-profit Organization]
NPOs are set up by ordinary citizens, and are established independent of assistance from governments,
municipalities or private enterprises. NPOs are organizations or groups that carry out public interest activities based
around providing assistance to local citizens and the private sector. They don’t aim to make surplus revenue.
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*Recruitment criteria differ by organizations.
NGO - - - [Non-governmental Organization]
NGOs are set up by ordinary citizens, and are private organizations established with the help of an international
body. They work mainly in international cooperation.
*Recruitment criteria differ by organizations.

7. Preparations You Can Get Started With

Research and understand requirements and possibilities
Different international organizations specialize on different areas of expertise. NGOs and NPOs provide
various types of support and differ by countries and regions too. Research heavily about each and every such
organization and gather important information to understand which ones may suit you and your future goals.

Deepen your topic of focus
As mentioned above, international organizations require at least a Master's degree or above to be able to
work there. Furthermore, non-governmental (NGO) or nonprofit (NPO) organizations also require a high level
of specialized knowledge. However, rather than trying to gain that specialized knowledge from the beginning,
first build a strong foundation of knowledge in international politics, law, economics, etc. through classes during
university. Then among the current issues that are happening all over the world, decide which one that you would
like to be involved with and become your own specialization. You can then achieve that by doing off-campus
study programs like study abroad, field study, etc. off-campus activities like internships, and participating in lecture
events, international cooperation events, etc. that may be held on and off-campus.

Internships
Having experienced an internship at your preferred organizations would give you the first hand experience and
knowledge you require, in understanding their specialty, area of support provided, etc. All international organizations
may not be open for interns or may not offer short term internships that support your class schedule at APU, but
contact them, show your interests and be determined. Carefully research the websites and other online sources to
understand your options. Volunteering experiences will also contribute towards building that experience.

Study Abroad
Consider utilizing the study abroad program and going on exchange. When going on exchange, you should
not do it for the sake of studying English, but use the opportunity to develop the needed skills and knowledge
from researching international relations in English. Furthermore, you can look forward to building many personal
connections that cross borders.

8. Events held on campus (last academic year)
“Global Career Seminar -What it takes to work in an int'l organization-" (Recruitment Center for International
Organizations, Foreign Policy Bureau, Ministry of Foreign Affairs)
Guidance on Dispatched Staff of MOFA Overseas Diplomatic Missions (Spring/Fall semester)
“Working in International Cooperation -What it Means to Work as a Development Consultant-" (Engineering and
Consulting Firms Association (ECFA))
Guest Lectures from various international organizations’ Japanese Representative Offices

9. Useful Websites
UN Careers https://careers.un.org/lbw/home.aspx
The Ministry of Foreign Affairs International Organization Recruitment Center https://www.mofa-irc.go.jp/
PARTNER http://partner.jica.go.jp/
International Cooperation Station https://www.idj.co.jp/
Ministry of Foreign Affairs list of int'l organizations http://www.mofa.go.jp/about/emb_cons/protocol/organization.html
International Hospitality and Conference Service Association (general incorporated association)
http://www.ihcsa.or.jp/
Hiroshima Peacebuilders Center (HPC) (general incorporated association) https://www.peacebuilderscenter.jp/
United Nations Forum http://www.unforum.org/
Engineering and Consulting Firms Association (ECFA) (general incorporated association)
http://www.ecfa.or.jp/japanese/index.html
UN Volunteers https://www.unv.org/ https://unv.or.jp/
International Organizations Careers https://iocareers.state.gov/Main/Home
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September (Fall) Graduation

A lot of Fall graduates have voiced their concern that “Since | graduate in September, wouldn't | be at
a disadvantage for job hunting?” However, it's not about being at an advantage or disadvantage, but
about how you plan ahead in your preparations and your job hunting schedule. If you are well prepared
in thinking ahead of what you should be doing and acting early, there is no such thing as being at a
disadvantage.

While a majority of Japanese companies hire new employees to start their employment in April each
year, there are now more opportunities available for Fall graduates. There are companies who have
recruiting schedules targeting graduates from oversea universities, recruit year round, etc. Feel free to
consult with the Career Office if you have any concerns.

Changing Status of Residence

For Fall graduates who will be starting their employment in April, you will need to return to your home
country temporarily after graduation. Therefore, the preparation process to begin your employment in
Japan differs from Spring graduates.

W3 L A ICATLL LS HW

First off, your employer company will need to obtain the rrméﬁwmuﬁﬂﬂij (Certificate of Eligibility
for Resident Status) from the immigration office to then be sent to you. Once you have received it, you
will need to take the documents to your local Japanese Embassy or Consulate General in your, home

w> L
country to apply for the working visa. Once you have received your. worklng( wsamon your [ £ &8 éffﬁ

W:Tmsﬁﬂgj you are then able to return back to Japan. The [TEEEEEEE EE}EJEJ is only valid for
3 months, so you return to Japan within 3 months of receiving the form. Before you graduate from and
return to your home country, be sure to confirm the schedule between graduation and your first day of
employment and prepare accordingly. Please also refer to p. 74-75 (From Receiving the Job Offer Until
You Enter the Company)

In the case where there is no Japanese Embassy or Consulate General in your home country, you will
then need to apply for your visa at your other designated country. For more details, please contact the

Ministry of Foreign Affairs (Visa Information Center).

Visa Information Center at the Ministry of Foreign Affairs

Address: First Floor, South building, Ministry of Foreign Affairs 2-2-1 Kasumigaseki, Chiyoda-
ku, Tokyo 100-8919
(2 min. walking distance from Kasumigaseki Station on the Chiyoda, Hibiya, and
Marunouchi subway lines)

Open Hours : 09:00-12:30 and 13:30-17:00 (except Saturday, Sunday and Holidays)

TEL : 03-5501-8431

(Automatic answering machine service (24 hours, Japanese only))
Website (Japanese) : http://www.mofa.go.jp/mofaj/toko/visa/otoiawase.html
Website (English) : http://www.mofa.go.jp/j_info/visit/visa/
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Changing Your Status of Residence

1. Working Visas

International students who intend to work in Japan are required to change their status of residence from an
“exchange student visa” to a “working visa.” The process takes time so you must receive your job offer at
least 1 month in advance before you your student visa expires. Always keep your visa in mind when you are
doing job hunting.

For the international students who have received their job offers, you must then go to your local Immigration
Bureau to apply to have your status of residence changed. Once again, as the process takes time, apply at
least one month in advance before your visa expires. However, for Fall graduates who are starting in April, in
order for companies to apply on your behalf, you would need to start preparations much earlier. Refer to p.
74,75 and 92.

Please check the Career Office website for details on the required documents and processes: “Job Hunting
Guide” —"“Change of Status of Residence” (http://www.apu.ac.jp/careers/).

2. Designated Activities Visa (for continuing job hunting after graduation)
International students who have been job hunting while enrolled at APU and would like to continue after

graduation will need to then change their status of residence from “exchange student visa” to “designated
activities for the purpose of job hunting” (valid for 6 months). You will need to apply at the Immigration
Bureau and require a recommendation letter from APU.

There is an application process in order to receive recommendation letters from APU to apply for the
“designated activities” visa. The official period of submitting applications is around 2~3 months prior to
graduation (which will be announced on Campus Terminal). No applications are accepted outside of the
official application period. The decision on whether or not the recommendation letter will be issued will be
made by the Career Office after you have submitted the required documents and undergone an interview.
For more details on eligibility, deadlines, etc., please refer to the Career Office website: “Job Hunting Guide”
— “Change of Status of Residence” (http://www.apu.ac.jp/careers/).

If the Immigration Bureau accepts your application and your status has successfully changed into a
“designated activities” visa, then you may then separately apply for permission to undertake up to 28 hours/
week of activities not permitted under the original status of residence.

*The application to change status of residence is handled by the Immigration Bureau responsible for the
region in which your current registered address lies (the address shown on your resident card).

*You may not continue your job hunting and other activities after graduation under your original status of
residence, even if it is still valid.

[NOTE]

% To change your visa status you must visit the closest Immigration Bureau in person.

* The guidance on change of status of residence will be held every year during December
and June. When this applies to you, please be sure to attend.

Fukuoka Regional Immigration Bureau Oita Branch Office

Address: 1st floor of the Ministry of Justice Building of Oita 7-5 Niagemachi, Oita City, Oita
Prefecture, 870-8521, Japan

Tel: 097-536-5006

Open hours: 9:00 — 12:00, 13:00 — 16:00 (except Sat, Sun and holidays)

URL: http://www.immi-moj.go.jp/soshiki/index.html

http://www.immi-moj.go.jp/english/soshiki/kikou/address/08.html (English)
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Students With Disabilities

The employment quota system established by the Act on Employment Promotion of Persons with
Disabilities requires private companies (with regular employee populations of 45.5 and above) to
maintain a proportion of at least 2.2% of disabled persons in their overall employee population; for
public sector employers, the proportion must be at least 2.5%.

To effectively hunt for jobs, it is necessary first and foremost to obtain relevant and useful job hunting
information. If you have a physical or other kind of disability, and feel anxious about job hunting,
please do not hesitate to consult with the Career Office.

1. Issuance of an identification booklet for Persons with Disabilities (public certificate)
The following is an outline of the application procedure for issuance of the booklet. Since it takes
some time for the booklet to be issued, early application is recommended.

1. Receive necessary forms for application at the municipal welfare office in your residential area in
Japan.

2. Visit a certified doctor and ask him/her to prepare a document for the identification booklet for
Persons with Disabilities.

3. Fill out and submit an issuance application at the welfare office, together with the document
prepared by the doctor.

4. After an investigation, the booklet is issued if the application case is found to meet the criteria.

2. Specific process of job hunting

Career Office provides open job posting information and specific advice on interviews for students
with disabilities. Moreover, sample copies of Sana (http://www.web-sana.com/) and Clover (http://
www.clover-navi.com/), job hunting information magazines for disabled individuals, are available to
read in the office.

You can also consult with expert staff and counselors at public student vocational centers operating
in major cities in Japan. These staff and counselors will provide you with relevant job information
and vocational consultation.

3. Job hunting information for students with disabilities (The following websites are only in Japanese.)

(1) Web Sana: provides job vacancy information for
those seeking/changing jobs
http://www.web-sana.com/

@ Sana Job Festa (Sana shushoku festa): joint job
interview event
http://www.web-sana.com/festa/

@ Sana: job hunting information magazine
http://www.web-sana.com/sana/
Issued 2-3 times a year; available in the Career Office)
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(2) Clover Navi

@ Job vacancy website: Clover Navi
http://www.clover-navi.com

© Clover Career Forum
http://www.clover-navi.com/forum/index.php

© Career Magazine: Clover
(Issued 4 times a year in spring, summer, fall and winter;
available in the Career Office)
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About APU

APU opened in April 2000 through the collaboration of three parties from the public and private
sectors: Oita Prefecture, Beppu City and the Ritsumeikan Trust. APU is an international university
unlike any other. As of May 2017, the student body was comprised of approximately 2,947
international students hailing from 86 countries and regions in the world combined with 2,940
Japanese students. The students of APU study, learn, and participate in a variety of activities together
in @ modern, multicultural campus.

During your job hunting, you will be introducing APU to recruiters and company representatives.

Here are some facts to keep in mind when you talk about the unique nature of APU.

The Principles of APU

Ritsumeikan Asia Pacific University was founded with the global society of the 21st century and the
growing prominence of the Asia Pacific region in mind.

APU follows the founding spirit of the Ritsumeikan Trust: “Freedom and Innovation.” The educational
ideals of “Peace and Democracy” are promoted through the three principles of APU: “Freedom,
peace, and humanity”, “International mutual understanding”, and “Creating the future of the Asia
Pacific”.

Features of APU’s Education System
- Twice yearly enrollments and graduations (April & September)

- Japanese/English dual language education system (can take the same lecture in either Japanese
or English)

- Cooperative learning system (Peer System: international and domestic students teach and learn
from each other)

- Domestic and overseas fieldwork, including Active Learning, FIRST, Field Study, overseas language
programs, and exchange programs.

Top Global University
APU was selected to take part in the Top Global University Project by Japan's Ministry of Education,

Culture, Sports, Science and Technology as a university that will lead the globalization of Japanese
society in 2014, 15 years after the university’s founding.

AACSB International
In August 2016, APM and GSM were accredited by AACSB International, a global organization for the

evaluation/accreditation of management education programs. This accreditation, which is awarded
to the top 5% of business units globally, recognizes the provision of highest world standard of
management education, and is sure to activate further collaborative opportunities for APU across the
world.

The appeal of APU lies not just in the above principles and educational features. Please also see the
APU website and 10th Anniversary Sites listed below.

APU Website http://www.apu.ac.jp/
[APU10th anniversary website]  http://www.apu.ac.jp/apu10th/
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APU Student Enroliment by Country / Region

(as of May 1, 2019)

] FEFEHN | XFRFEY | HESEELS
Country or Region : m"ﬁ Un'a‘lejlfgl?:éuoafte Plo\‘sutrgrt;%u%fte N’\(‘)%mgsége
Students Students Students
1 _[Republic of Korea ABRE 552 2 2
2 |Republic of Indonesia AV RRI7HINE 380 25 2
3 |Socialist Republic of Viet Nam NhF LAHBRERHNER 364 23
4 |People's Republic of China i \RHAE 366 9 3
5 [Kingdom of Thailand S1EEH 243 7 3
6 |People's Republic of Bangladesh NVISFY 1 ARHNE 103 14
7 |Taiwan =i 73 3 11
8 [India AR 74 11
9 |Federal Democratic Republic of Nepal RIN—)VEFRFHAR 65 4 1
10 |Democratic Socialist Republic of Sri Lanka | 2 U SV AHRFHAEFHHIE 55 8
11 [Mongolia EVIILE 41 4
12 |Union of Myanmar =y UY—EH 19 13
13 |Malaysia JL—v7 20 1 1
14 |Republic of the Philippines T4 YEVHNER 13 5
15 |Islamic Republic of Pakistan INFRIY - A RS LHAE 10 1
16 |Kingdom of Cambodia HYRI7ER 10 1
17 |Republic of Singapore S VAR—IVEE 6 1
18 |Kingdom of Bhutan J—5VEE 3
19 |Islamic Republic of Afghanistan TIHZAIY - A A5 LENE 1 7
20 |Syrian Arab Republic Y7 - PSTHNE 2 2
21 |Islamic Republic of Iran A5V - AR5 LHNE 2
22 |Republic of Yemen A IXVHAE 1 1
23 |Republic of Turkey L IHHE 1
24 |State of Israel A XS I)VE 1
25 |Republic of Kenya g7 HAE 4 3
26 |Federal Republic of Nigeria T4 YT UTEBHE 5 1
27 |Republic of Ghana H—FHE 2 3
28 |Federal Democratic Republic of Ethiopia | TF 4 E7EHREHIE 1 2
29 |Republic of Somalia VU 7HE 2 1
30 |Republic of Uganda DAV HHE 1 2
31 |Republic of Angola 7Y ISHNE 1 1
32 |Republic of Liberia UNU 7 HAE 1 1
33 |United Republic of Tanzania Y 7B AR 2
34 |Demacratic Republic of Sao Tome and Principe | B> kX - TU Y YRREHAER 1
35 [Kingdom of Morocco EOvIEE 1
36 |Republic of Botswana Ry D HHAE 1
37 |Republic of Burundi IV IHENE 1
38 |Republic of Cameroon AXI—HHE 1
39 |Republic of Cote d'lvoire d— hIRD—)VEME 1
40 |Republic of Mozambique EYVE—OHTE 1
41 [Republic of Rwanda WO VS HAE 1
42 |Republic of Senegal ERAIHTNE 1
43 |Republic of South Africa A7 7Y AR 1
44 |Republic of South Sudan WA—45 HNE 1
The Republic of the Sudan 2—4 VHAE 1
United States of America FAUNERE 45 7 18
Canada hFs 3 1
United Mexican States AFYVIERE 1 4 3
49 |Republic of Ecuador IU7 RILHHE 3 1
50 |Argentine Republic ZIVEUFHNE 1
51 |Barbados JAVIZAN P8 1
52 |Dominican Republic R ZAHNE 1
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APU Student Enroliment by Country / Region (continued)
FEHIPEY | KFRFEY | HESEELS

i g - Number of Number of Number of
Country or Reglon m"ﬁ Undergraduate | Postgraduate Non Degree
Students Students Students
53 |Federative Republic of Brazil 75 Y)iEBEE 1
Republic of Colombia J0VE7HNE 1

Republic of Costa Rica AR5 U HHNE

Australia F—R RS UTE 9
57 |Independent State of Samoa HEFIRIE 5
58 |Kingdom of Tonga ~UAER 4
59 |Republic of the Fiji Islands 7«4 I—HBHNE 4
60 [New Zealand =a—=I=5Y[* 3
61 |Federated States of Micronesia S/0XRVTER 2
62 |Independent State of Papua New Guinea |/{\T77Z=a—F=7¥E 2
63 |Cook Islands Ty IUHES 1
64 [Niue =9 1
65 |Republic of Kiribati FUNZHAE 1
66 |Republic of Palau INSFHAE 1

Republic of the Marshall Islands Y— v )UsEBHIE 1

Solomon Islands VOEVES

Republic of Uzbekistan D ANRF Y VHE 3
70 |United Kingdom HE 2 1 18
71 [Kingdom of Norway I z—FE 9 1 6
72 |French Republic IS5V ZAHAE 2 1 7
73 |Republic of Tajikistan HIFRY IHHE 9
74 |Federal Republic of Germany R Vi@ AR 4
75 |Kingdom of the Netherlands FSUYER 5 1
76 |Republic of Finland T4 5 RENE 5 1
77 |Republic of Italy 45U 7HNE 1 5)
78 |Kyrgyz Republic FILFZHAE 1 1 2
79 |Republic of Azerbaijan TEIVINA T v I HIE 4
80 |Spain ANAY 1 3
81 |Republic of Lithuania U h7 = 7HAE 1 2
82 |Republic of Poland R—5 RHHIE 1 1 1
83 |Kingdom of Sweden 2AVI—FVEH 2
84 |Republic of Kazakhstan HY IR HE 2
85 |Czech Republic F 1 IHHNE
86 |Ireland FAISUR
87 |Kingdom of Belgium ~NVF—EE 1
88 |Republic of Austria F—Z MU TPHAE 1
89 [Republic of Bulgaria A7 HNE 1
90 [Russian Federation O 75E5B 1

Swiss Confederation A REFB 1

Stateless/Other REFEZDfth

EPRFE (BFE) &8t/ International Students 2,587 210 109
EE4 / Domestic Students 2,894 4 26
APUZLELET / Total 5,481 214 135

GE)

1. ERZELE. EBERD [B2] THHIZEZVS, BRZEICE. EBERD [B2] CTEREVEBNEAZZT.

2. [RBSEEESE] [CIRBESEEE. BBEZ20.

(Notes)

1. The term “International Students” denotes those students who possess a “student visa”. The term “Domestic
Students” includes international students with non-Japanese nationality possessing residential status in
Japan other than “student visa”.

2. “Number of Non-degree Students” includes non-degree students, special auditing students.
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Some OCR Attending Companies (AY 2018)

RGF Professional Recruitment Japan
IHI Corporation

AISIN AW CO., LTD.
IRISOHYAMA INC.

Accenture Japan Ltd

Akebono Brake Industry Co., Ltd.
Asahi Kasei Corp.

ASICS Corporation

Azbil Corporation

Adecco Ltd.

Adways Inc.

Amazon Com, Inc.

INTAGE Inc.

UENO Co.,Ltd.

American International Group, Inc.
H.1.S.Co.,Ltd.

SMBC Nikko Securities Inc.

es Networks Co., Ltd.

NEC Capital Solutions Limited
NOK CORPORATION

NTT DATA Corporation

NTT DOCOMO, INC.

EBARA CORPORATION
OKAMURA CORPORATION
OMRON Corporation

Kao Customer Marketing Co., Ltd.
Calbee, Inc.

Kawasaki Kisen Kaisha, Ltd.

The Kansai Electric Power Company,Incorporated
KYUSHU ELECTRIC POWER CO. INC.
Kyosan Electric Manufacturing Co.,Ltd.
KYOCERA Communication Systems Co., Ltd.
Kirin Company, Limited

Kinki Nippon Tourist Co., Ltd.
Kubota Corporation

Kumon Institute of Education Co., Ltd.
Clarion Co., Ltd.

GREEN HOSPITAL SUPPLY, INC.

Credit Saison Co.,Ltd.

Kobe Steel, Ltd.

INPEX CORPORATION

KOKUYO Co.,Ltd.

Cosmo Oil Co., Ltd.

KONICA MINOLTA, INC.
KOBAYASHI PHARMACEUTICAL CO., LTD.
Komatsu Ltd.

Sunstar Inc.

JFE Steel Corporation

JTB Corp.

SHIMADZU CORPORATION
SHIMIZU CORPORATION
NIPPON STEEL CORPORATION
Ernst & Young ShinNihon LLC
Suzuyo & Co., Ltd.

Sumitomo Electric Industries, Ltd.
SEPTENI HOLDINGS CO.,LTD.
ALL NIPPON AIRWAYS CO., LTD
SoftBank Corp.

Solaseed Air Inc.

The Dai-ichi Life Insurance Company, Limited
TAISEI CORPORATION

TANAKA KIKINZOKU GROUP
CENTRAL JAPAN INTERNATIONAL AIRPORT COMPANY , LIVITED
Imperial Hotel, Ltd.

TENIN LIMITED

Dell Inc.

DENTSU INC.

Tokyo Gas Co., Ltd.

Tokyo Century Corporation
TOSHIBA CORPORATION

Toyo Seikan Co., Ltd.

Toyota Tsusho Corporation
NISSAN MOTOR CO., LTD.
NISSIN FOOD PRODUCTS CO., LTD.
Japan Broadcasting Corporation
Japan Airlines Co., Ltd.

* Company/organization names current as of March 31, 2019

(In Japanese syllabary order)

Japan Aviation Electronics Industry, Limited
Nissha Co., Ltd.

Nippon Travel Agency Co.,Ltd.
PERSOL CAREER CO., LTD.
Pasona Group Inc.

Panasonic Corporation

Hankyu Hanshin Department Stores, Inc.
BANDAI NAMCO Entertainment Inc.
Hitachi Chemical Company, Ltd.
Hitachi Kokusai Electric Inc.
Hitachi, Ltd.

Hilton Tokyo

FamilyMart Co., Ltd.

Foster Electric Company, Limited
Fuji Xerox Co., Ltd.

FUJITSU LIMITED

FUJIFILM Corporation

HORIBA, Ltd.

Mizuho Financial Group, Inc.
MISUMI GROUP INC.

Mitsui Chemicals, Inc.

Sumitomo Mitsui Banking Corporation
Sumitomo Mitsui Trust Bank, Limited
Sumitomo Mitsui Finance and Leasing Company, Limited
Isetan Mitsukoshi Ltd.

Mitsubishi Corporation

Mitsubishi UFJ Morgan Stanley Securities Co., Ltd.
Mitsubishi UFJ Lease & Finance Company Limited
YAMATO TRANSPORT CO., LTD.
YAMAHA CORPORATION
YANMAR CO., LTD.

Uzabase, Inc.

YUSEN LOGISTICS CO.,LTD.
Unicharm Corporation

Lion Corporation

Resona Holdings, Inc.
Lippo Group
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Major Companies and Organizations that offered jobs to APU students (AY 2018)

(In Japanese syllabary order)

O RGF Professional Recruitment Japan O Otsuka Corporation SHOWA KOSAN CO., LTD.
O IHI Corporation O Okasan Securities Co., Ltd. O Singapore Airlines.
O O IKKINC. O Okinawa Tourist Service Inc. O Shinko Shoji Co., Ltd.
O IDEC CORPORATION O Gakujo Co., Ltd. O Skymark Airlines Inc.
O O Accenture Japan Ltd O KANEMATSU ELECTRONICS LTD. O Sugiko Co., Ltd.
O AsiaQuest Inc. O Capcom Co., Ltd. O Kyushu Beppu Suginoi-Hotel
O O ASICS Corporation O Kameda Seika Co., Ltd. @] SUZUKI MOTOR CORPORATION.
O Astellas Pharma Inc. O Keyence Corporation O SUZUYO & CO., LTD.
O Azbil Corporation O Cathay Pacific Airways Limited O STARBUCKS COFFEE JAPAN, LTD.
O APPLE, INC. O CANNON INC. O O State Street Trust and Banking Company, Ltd.
O O ADVANTEC CO., LTD. O Kyushu Railway Company O Sumisho Global Logistics Co., Ltd.
O Amazon Com, Inc. O Kyosan Electric Manufacturing Co.,Ltd. O Sumitomo Metal Mining Co., Ltd.
@] AEON Fantasy Co., Ltd. O Kyoritsu Seiyaku Corporation O O SUMITOMO WIRING SYSTEMS, LTD.
O AEON MALL Co., Ltd. O KYORITSU MAINTENANCE CO.,LTD. O O Sumitomo Mitsui Auto Service Company, Limited
O AEON RETAIL Co., Ltd. O Kumanichikohkokusha Inc. O SEIJO ISHII CO., LTD.
O IKEA JAPAN O Kumon Institute of Education Co., Ltd. O SEPTENI HOLDINGS CO.,LTD.
O ISUZU MOTORS LIMITED O Clarion Co., Ltd. O Seven-Eleven Japan Co.,Ltd.
@) ITOEN, LTD. O Kuraray Co., Ltd. O ALL NIPPON AIRWAYS CO., LTD
@) Ito-Yokado Co.,Ltd. O GEO CORPORATION O Sony Global Manufacturing & Operations Corporation
O UENO Co.,Ltd. O Ken Corporation Ltd. O SoftBank Corp.
O ANA KANSAI AIRPORT CO.,LTD. O KEN REAL ESTATE LEASE LTD. O Solaseed Air Inc.
O H.L.S Co.,Ltd. O Japan Productivity Center O DAIO PAPER CORPORATION
O ANA WINGS CO., LTD. O SEIYU GK. O O Korean Air
O ANAAIRPORT SERVICES CO., LTD. O Kobe Steel, Ltd. O DAITO TRUST CONSTRUCTION CO., LTD
O ANA OKINAWA AIRPORT CO., LTD. O Kose Corporation O Dainichiseika Color & Chemicals Mfg. Co., Ltd.
@] ANA FUKUOKA AIRPORT CO.,LTD. O Cosmo Oil Co., Ltd. O TAIYO NIPPON SANSO CORPORATION
O SMBC Trust Bank Ltd. (O KONICA MINOLTA, INC. O Takanashi milk products Co.,Ltd.
O SMBC NIKKO SECURITIES INC. O Saishunkan Co.,Ltd. O Tata Consultancy Services Japan Limited
O ES NETWORKS CO., LTD. O CyberAgent, Inc. O TANAKA HOLDINGS Co., Ltd.
@) HTM Corporation O ZARA JAPAN CORP. O WDI Corporation
O NEC Capital Solutions Limited O SAN-AI KANKO CO., LTD. O TAMAHOME CO., LTD.
@) NEC Solution Innovators, Ltd. O Sankyu Inc. (O CENTRAL JAPAN INTERNATIONAL AIRPORT COMPANY , LIMITED
(O NTT DATA GLOBAL SOLUTIONS CORPORATION O O Sunstar Inc. O O Central Japan International Airport Co.,Ltd.
O NTT DATA Corporation O Sanwa Shurui Co., Ltd. O Imperial Hotel, Ltd.
(O NTT Data Instiute of Management Consulting, Inc. O O CAC CORPORATION O DESCENTE LTD.
O NTT FIELDTECHNO CORPORATION O JFE LOGISTICS CORPORATION @] Television Oita System Co., Ltd.
O EBARA CORPORATION O JTB CORPORATION O Deloitte Tohmatsu Consulting LLC
O en-japan inc. O JTB Pte Ltd. O Tokio Marine & Nichido Fire Insurance Co., Ltd.
O OITABANK CO., LTD O Sheraton Hotels and Resorts O Tokyo Gas Co., Ltd.
O OITA GODO SHIMBUN INC. O Schichiyo Co., Ltd. O Tokyo Century Corporation
O THE OITA MIRAI SHINKIN BANK O SHIMADZU CORPORATION O TOYO CORPORATION
O DAIMEI PLASTIC CO., LTD. O SHIMIZU CORPORATION O Toyo Aerosol Industry Co., Ltd.
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TOYO SEIKAN CO., LTD.

Pasona Inc.

O MARUBISHI Co.,Ltd

“Dom.”
“Int.” -+

O Toppan Printing Co., Ltd. O Panasonic Corporation O Marubeni Corporation
O DOUTOR COFFEE CO., LTD. O Haneda Airport Service Co., Ltd. O Mikasa Industry Co., Ltd.
O TOYOSHIMA & CO.,LTD. O HANKYU HANSHIN EXPRESS Co., Ltd. O MIKI HOUSE Co.,Ltd.
O Travel Plaza International Inc. O Hankyu Hanshin Department Stores, Inc. O Mishimakosan Co., Ltd.
O TRANSCOSMOS INC. O PwC Consulting LLC O Mizuho Financial Group, Inc.
O TORIDOLL HOLDINGS CORPORATION @] JVC KENWOOD Victor Entertainment Corp. O O MISUMI GROUP INC.
O DON QUIJOTE HOLDINGS CO., LTD. O BizReach Inc. O Mitsui Mining & Smelting Co., Ltd.
O NISHITETSU HOTEL GROUP O HITACHI CHEMICAL CO., LTD. O Mitsui Sumitomo Insurance Co., Ltd.
O THE NISHI-NIPPON CITY BANK, LTD. O Hitachi High-Tech Solutions Corporation O Sumitomo Mitsui Banking Corporation
O Nishi - Nippon Railroad Co., Ltd. @] Hitachi High-Technologies Corporation O MITSUI & CO. GLOBAL LOGISTICS LTD.
O Nichireki Co., Ltd. O Hilton Tokyo O MIZKAN HOLDINGS CO., LTD.
O NISSAN MOTOR CO., LTD. O HIROSE ELECTRIC CO., LTD. O Mitsubishi Corporation Fashion Co., Ltd.
O Nissan Securities Co., Ltd. O O FAST RETAILING CO., LTD. O THE BANK OF TOKYO-MITSUBISHI UFJ, LTD.
O NISSIN FOOD PRODUCTS CO., LTD. O O FamilyMart Co., Ltd. O MITSUBISHI UFJ MORGAN STANLEY SECURITIES CO,, LTD.
O Nittsu Shoji Co., Ltd. O Foster Electric Company, Limited O MOS FOOD SERVICES INC.
O NIPPON STEEL & SUMIKIN BUSSAN CORPORATION O O THE BANK OF FUKUOKA, LTD. O O YAMATO TRANSPORT CO., LTD.
O BANK OF JAPAN O Fukoku Mutual Life Insurance Company O Yamato Financial Co., Ltd.
O Nippon Chemi-Con Corporation O Fuji Seal, Inc. O YAMAHA CORPORATION
O NIPPON EXPRESS CO., LTD. O Fuiji Xerox Co., Ltd. O YANMAR CO., LTD.
O NIPPONPAINT Co., Ltd. O O FUJI SOFT INCORPORATED O YUSEN LOGISTICS CO.,LTD.
O Japan Broadcasting Corporation O FUJITA KANKO INC. O UNIQLO CO., LTD.
O O NITORI CO,, LTD. O O FUJITSU LIMITED O Unilever Japan
O IBM Japan, Ltd. @] FUJITSU FRONTECH LIMITED @] Yoshimoto Kogyo Co., Ltd.
O BM Global Services Japan Solution and Sevices Company O PLUS CORPORATION O RAKUTEN INC.
O Nihon M&A Center Inc. O PRINCE HOTELS, INC. @] Lucky Industry Co., Ltd.
@] Japan Airlines Co., Ltd. O Bungeishunju Ltd. O RECRUIT CO., LTD.
O NIPPON SIGNAL CO., LTD. O HEYS SPECIALIST RECRUITMENT JAPAN K K. O Recruit Marketing Partners Co., Ltd.
O Japanese Red Cross Society O The Howa Bank, Ltd. O Ricoh Japan Corp.
@] NIDEC CORPORATION O Hoyu Co., Ltd. O Resona Bank, Limited.
O Nippon Travel Agency Co.,Ltd. O HOSHINO RESORT INC. O Ryohin Keikaku Co., Ltd.
O LOREAL JAPAN O Hotel Okura Kobe Co., Ltd. O Route Inn Japan Co., Ltd.
O NEO CAREER CO., LTD. O Hotel Odakyu O LEVERAGES CO., LTD.
O NOHMI BOSAI LTD. O HORIBA, Ltd. O Lawson, Inc.
O PERSOL CAREER CO., LTD. O HONDA TRADING CORPORATION O O ROBERT WALTERS JAPAN K.K
O Huis Ten Bosch Inc. O Michael Page Japan O YKK CORPORATION
O Hakuhodo Incorporated O Mynavi Corporation O WANCHER Inc.
O HAKUHODO PRODUCT'S INC. O Maruha Nichiro Corporation

% The list of companies above is as written based on student reports, and is most up-to-date as of Mar. 31, 2019.
-+ company/organization that have employed domestic students
company/organization that have employed international students
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Comments from APU Graduates

Graduation Year: 2008 From: Japan Gender: Male
Industry: Airline Industry  Job: General (main career track)

[Job Description]

| work in a general position for an airline company. At first | was interested in the areas of service
and customer satisfaction, but since entering the company | have been in the pilot division. |
manage pilots’ schedules and find replacements when necessary due to everyday occurances
such as equipment failure, adverse weather conditions, delays and pilots being absent due to
illness. It is my mission to ensure that all flights leave according to the set schedule. It is a very
important job because one wrong decision could lead to a flight cancellation.

In addition to my usual position | have also been put in charge of various other jobs, such as
creating operating procedure manuals, projects for the implementation of new systems, training
new employees and carrying out recruitment interviews. | have also been involved with events
that require the coordination of several divisions, such as the planning of flights to see the first
sunrise of the new year, and inflight wedding ceremonies! A general job position in an airline
company covers a vast array of fields and, particularly in my company, provides the opportunity
to work with the pilots, cabin crew, mechanics and other professionals. These positions require
people to learn a lot of specialist information, including related legislations, about each field, have
strong communication skills and be able to make instant decisions. The airline industry has quite
a glamorous image but it is actually not that glamorous and probably wont live up to those kinds
of expectations, especially a job in a general position like mine, in which you are very much in the
background, behind the scenes of the so-called glamorous positions. But, the sky holds many
dreams and mine is an interesting job that helps support and make these dreams come true.

[Message to Students]

If I had to say which, | would say that job hunting is a lot harder than it is easy. It hardly ever
goes to plan and you start to feel very insecure and anxious when you don’t receive a job offer,
are applying for job after job, and can’t see the end in sight. To be honest my job hunt didn’t go
very well at first either. | still remember the feeling of frustration, the shock of not getting the job
| wanted and seeing my friends get theirs and being able to finish their job hunting while | had to
keep going. | really thought | was going to lose my way.

If you ever start to feel like this, | suggest you stop and get your thoughts and ideas in order. | got
my job offer just after | had taken a break to re-evaluate both myself and what | wanted out of my
job hunt. Organizing my thoughts meant they came out more naturally in my interview.

| don’t think that job hunting determines your whole life. While there is no need to get down
when things don’t go according to plan, remember that job hunting isn’t easy, and a job won'’t
just fall into your lap unless you work hard. It might be a bumpy road but it is the chance to meet
a variety of different companies. If you face the task at hand | just know that in the end you will
meet a company that is right for you. | hope that all of you reading this will be successful in your
job hunt and be able to use the wealth of knowledge and experiences you have acquired at APU
in your new job
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Comments from APU Graduates

Graduation Year: 2013  From: Thailand  Gender: Female
Industry: Telecommunications Industry  Job: Overseas Sales

[Job Description]

The focus of my job hunting was to try and find a job that ‘contributed to both countries, and in
which | could be a bridge between Japan and my homeland Thailand.’ | have only been working
for a year and a half but so far my wishes are coming true. | am working in the overseas sales of
international phones to telecommunications companies in Europe, my homeland Thailand, and
other countries in South East Asia.

To make international phone calls, there needs to be cables on the seabed connecting the
telecommunications companies of countries around the globe. Of course not all these companies
have cables under the sea and that is where our company comes in. We work as a bridge
enabling international phone calls to be made without the use of these cables. We support
not only our Japanese customers making calls overseas, but also our overseas customers
making international calls. | work everyday with approximately 30 overseas telecommunications
companies in offering customers the best service at the best price.

| am extremely grateful for finding a job in which | can utilize my experiences in Japan and what |
learnt during my 4 years at APU, and a company that is helping me realize my dreams. Through
the sales of international calls | will continue to strive towards realizing my dream, contributing
to the development of an environment in which we are ‘connected’, not just here in Japan and
Thailand, but around the world.

[Message to Students]

One of the most important things you need to know during job hunting is ‘knowing society,
knowing the company, and knowing yourself’. While industry and company analysis are both
important aspects of job hunting, finding out more about yourself, things you don’t already know,
is even more important.

Unfortunately not getting past the entry sheet stage, or not passing an interview are just part of
the trials you will experience during your job hunt. However, through these experiences you will
learn more about yourself; how much support you have from your friends and family, how far you
have come, and what kind of life and career your really want to have. Knowing all of this will help
you grow.

During your job hunt don’t try and cover up who you really are. It is better to just be you. You will
be able to work for a longer time at a company that has given you a job based on who you really
are.

Lastly, try and really enjoy the last of your student life. There are of course fun things when you
get out into the workforce, but there are also a mountain of things you can only experience while
at APU. You don’t want to have any regrets so really put your all in and give it your best shot. And
have fun!
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Job Hunting FAQ

Ql What does job hunting really entail?

A]_ Before carrying out any action, you need to ensure you have done all your preparation. Think
about the type of person that you are - what are your interests, hobbies and abilities? The first
step you take in job hunting is doing a self assessment — a “Self Hunting”, if you prefer.

QZ Should | try to narrow down my choice of industry and career as
quickly as possible?

A2 If you start to narrow down your choices before you have completed your self-assessment, you
may find you are left with a smaller choice of positions or no clear choice at all. First, attend as
many company seminars as you can and expand your horizons. Realizing the sheer depth and
range of existing careers and industries is the key to a successful job hunt.

Q3 rI've been asked to visit a company and the dress code said “no dress
code” - how should | dress?

A3 The words “no dress code” here are not an open invitation to dress like you were going for a
day trip somewhere. This is an opportunity for you to show the HR department that you know
the general manners in a professional setting. Think about what kind of clothing is appropriate,
other than a suit, which will leave a good first impression on someone. Moreover, some
industries will require you to display a certain look or taste, and again, this is your chance to
show that you understand the required attire of the company.

»* Do not wear jeans or shorts.
% Both males and females should choose a suit or jacket with a collar.

Q4 What should | do if | am on my way to a company and | get lost and
become late for the appointment?

A4 Be aware that being late is basically unacceptable. However, if it is inevitable that you will be
late, call the company and let them know as soon as possible. Before you make the first visit to
the company, make sure you have prepared adequately for any eventuality and give yourself
plenty of time to get there.

Q5 I made a mistake about the deadline for my 1% choice company and |
have missed their deadline...

A5 Most companies won't accept applications after the deadline. If it is a company you really feel
passionate about joining then try and contact the recruitment office and ask very politely if they
will consider your application. Even if there is only a very small possibility it is still worth trying.
However, the most important thing about job hunting is organizing your schedule properly
so that this type of situation doesn’t happen. You will be applying for several companies at
the same time, so without a proper schedule it will be easy to miss deadlines and interviews.
Make yourself a job hunting diary or use the calendar function on a job hunting site and check
it every single day of your job hunt. We also suggest making separate sheets or sections for
each company.
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Q6 | got a real feeling of loneliness and unease during my job hunting.

A6 Over the course of the long job hunting period you will have emotional ups and downs as you
pass and fail parts of the selection process. This can be exhausting and leave you feeling
lonely and anxious. It is at these times that friends and family members can become a great
support. Talking to friends or family can be the switch you need to refocus and give you
what you need to get over the hurdles you are facing. It is important to try and find a balance
between the times you need to ‘go hard’ and the times you need to ‘take a break’.

Having someone you can really talk to, either ‘senpai’ or a good friend, is invaluable for both
job hunting and life itself. Of course you are always welcome at the Career Office if you need
someone to talk to. We are always there to help put your mind at ease. Those of you job
hunting in Tokyo can also visit the Tokyo campus.

Not passing a particular stage of the selection process is not an indication of how good you are
as a person, it is an indication of whether or not you fit a particular company. DON'T let it get
you down.

Q7 So I've been told by the company that offered me the job to send in
my “letter of acceptance” but I’'m not 100% sure that it’s what | want to
do...

A7 After you have sent in a “letter of acceptance”, it is usually very hard to then turn a job down. If
you really are indecisive and want to continue you job hunting further, you need to be truthful
and tell the company you are unsure and ask them to wait for your letter of acceptance a little
bit longer. Don’t try and tide things over by lying as doing so could cause a big inconvenience
to the company and put you in a very awkward position. Handle things quickly and don’t waste
opportunities.

A word of advice about job hunting

Examples of people
that companies try
to avoid hiring

* People who are scheduled to attend explanatory
meetings and do not show up

* People who are not punctual

* Eelcrple who eat and drink in the selection committee

a

* People who wear their everyday clothes to selection
committee hearings

* People who are unable to use appropriate language
and who cannot display the right attitude

* People unable to display their motivation and
ambition

* People who are unable to give an honest account of
themselves

* People presenting a poorly written resume

Please do your best to make sure you do not fall into any of these unwanted categories!
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Useful Job Hunting Websites

Job information websites include those operated using advertising revenue from companies, and
those operated by public organizations such as Hello Work and business organizations. If you register
you can access services such as magazines and job vacancy information. Many companies also
accept entries through such websites. Below are some of the main websites.

*Please note that URLs for these websites are subject to change.

Leading Job Hunting Guides

Mynavi 2021 https://job.mynavi.jp/2021/
Career-tasu Job Hunting 2021 https://job.career-tasu.jp/2021/top/
Asagak_u Navi 2021 Focused on SMEs and venture https://www.gakujo.ne.jp/2021/
companies

Wantedly *Focused on venture companies https://www.wantedly.com/

Massnavi2021 *Focused on advertising, web services,

" https://www.massnavi.com/2021/
and mass media

Gaishishukatsu.com *Focused on non-Japanese firms https://gaishishukatsu.com/
Qnavi *Focused on firms in the Kyushu area https://www.gnavi.jp/202 1/index.html
Jobway search site run by Association of Small/Medium

Enterprises http://www.jobway.jp/

Job hunting and employment websites for people with
disabilities: Web Sana
Job hunting and employment websites for people with
disabilities: Clover-navi

https://www.web-sana.com/

http://www.clover-navi.com/

Job Hunting Websites for non-Japanese, bilinguals

Mynavi Global job hunting information site for international

students and bilinguals https://global.mynavi.jp/

Career Forum Net (CFN) https://careerforum.net/ja/
en world *Focused on career change options https://enworld.net/
Dai job.com *Focused on career change options https://www.daijob.com/

The Japan Times Jobs *Focused on career change options | https://job.japantimes.com/

Reverse Job Hunting Information Websites

OfferBox http://offerbox.jp/
JOBRASS New Graduates https://jobrass.com/gakusei/SCSTO0101
Gyakukyujin Navi (Student Hunting) https://www.studenthunting.com/

New Graduate Introduction Websites (company introduction / job-hunting support for students)

doda Shinsotsu Agent https://doda-student.jp/

Career-tasu Shukatsu Agent http://agent.career-tasu.jp/

Adecco http://freshers.adecco.co.jp/

Nihon Keizai Shimbun https://www.nikkei.com/

Kaisha Shikiho Online https://shikiho.jp/

Reuters https://jp.reuters.com/

Japan External Trade Organization (JETRO) https://www.jetro.go.jp/

Top 100 Global Niche Companies Eatt[%:/o/gv/ww.meti.go.]p/policy/monofinfofservice/mono/
Useful Labor Law: essential knowledge for workers | http://www.mhlw.go.jp/stf/seisakunitsuite/bunya/
(Ministry of Health, Labor and Welfare website) koyou_roudou/roudouzenpan/roudouhou/

Is this OK? Labor law Q&A through manga (Ministry of | http://www.mhlw.go.jp/stf/seisakunitsuite/bunya/
Health, Labor and Welfare website) mangaroudouhou/

Database on advancement of women' s participation https://www.positive-ryouritsu.jp/positivedb
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