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Example of Format
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Create the university-designated form from the My page



4
Adding photo

You can upload your photo here.
*jpg/jpeg/png Under 8MB

Pressing the 「登録」 button at 
the bottom of the page will start 
the document scan.

Until the page reads 「スキャンOK」, 
the photo will not be shown in the document 
preview.

*If the scan result reads [スキャンNG], then the file will not able to be uploaded. 

Please choose a different file in that case.



5現住所の登録

Write your address clearly from the prefecture
to the name of your apartment and room
number.

Check that there are no errors
in the phone number.
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学歴・職歴の登録

ここから登録

Start from the year of your 
high school graduation.

Do not leave out any part of your 
school or university name. 
If it is a national or state school 
and that is included in the official 
name, do not omit it off your 
rirekisho.

Write your department name.

If the school or university you went to has a name written
in alphabet letters, leave a space in between words to make
it easier to read. Avoid writing it in katakana.

Students can also add the name of the country of their
school [ex. (中国) ].

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 自己PR space.



7
各項目を登録する

Try to express things in your own words and answer two out of the

following three questions.

① Why you want to work for this particular industry.

② Why you want to work for this particular company in this industry.

③ Why you want a particular job in this company.

※When writing rirekishos and e-mails, the expression of “your
company” is always 貴社 (Kisha). Over the phone and other
conversational situations, the expression is 御社 (Onsha)

*Each section has a max of 5 lines/300 characters. Please check whether the

content you wrote can fit in the section.

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.”

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.



8
Registering Licenses/Certifications; Checking Content

ここから登録

・ Please register certifications/tests using the 

official name

・Please register the year and month you obtained

the certification

・You can check the content by selecting the preview or downloading the PDF.

Please be sure to check that the content you entered fits in the boxes.

Once finished inputting information,
please click on the [登録する] button.

*The photo will not be shown until the page reads 「スキャンOK」.


