CV◇ Visa Clerk ビザ担当職員


IKUMI KAWAI

4-5-4 Shibuya, Minato-ku, Tokyo 108-0023

 (03)3453-2797 / kawai@getglobal.com
OBJECTIVE:  Visa Clerk with the British Embassy 
PROFILE                                                                    

· Excellent written and oral communication skills in English and Japanese
· IELTS (International English Language Testing System) overall band 6.0 (2009)
· STEP Eiken Grade 2 (2008)

· Computer proficient:  Word, Excel, Accounting Software
· Recipient of Bank President’s Award for excellent administrative system and management 
· Courteous and friendly customer service in person and by phone
· Highly motivated with strong organizational skills and attention to detail

EXPERIENCE                                                                 

BEST BANK 




 

     2007 to present
Client Service Specialist

Foreign Exchange Department, Shibuya Branch 

· Handle overseas wire transfers and export/import documentation.
· Research and solve problems with overseas banks for customers while providing top-notch customer service.

· Led administrative team of 7 providing support to department manager.
· Trained junior workers and improved team’s productivity.


· Manage deadlines to ensure timely execution.
One of the two teams receiving Bank President’s Award for excellent administrative system and management for three consecutive quarters, among more than 300 branches, in 2012.
EDUCATION                                                                 

2007    A.A. in English Literature, Japan Junior College, Tokyo 


2006    Summer Exchange Program, World University, Australia
