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Web/Digital Content Coordinator

QUALIFICATIONS 
· 3 years in web content coordination and digital publishing: daily web/blog updates, weekly e-newsletter with 2,000 subscribers, along with quarterly print newsletter; all bilingual in Japanese and English.

· Online content marketing using social media: Twitter, Facebook and Pinterest.  Experienced with SEO.

· 6 years in project management and coordination.

●　Advanced computer skills: Mac, Windows, Word, Publisher, Illustrator, Photoshop, Access, WordPress, HTML, Flash.

●　Excellent writing and editing skills in both Japanese and English. TOEIC 800. 

●　Proven ability in managing multiple projects simultaneously. Never missed deadline for 3 years.

EXPERIENCE AND SKILLS

Content and Project Management Skills

●　Create and manage content for website, e-newsletter and print newsletter. Write and edit articles in Japanese and English.

· Update web/blog daily, with 100K monthly page views; increased 30%.
· Develop and publish e-newsletter weekly, with 2,000 subscribers.
· Develop and publish print newsletter quarterly, with circulation of 1,000.
●　Manage all aspects from editorial content and planning to artwork, layout, printing and distribution.  

●　Recruit, assign and manage 30 volunteer writers and bloggers for the website and newsletters.

· Manage database of over 2,000 subscribers.

Coordination and Liaison Skills

●
Act as liaison between the organization’s 5 officers, 800 members, 10+ university representatives and other organizations.

●　Interfaced as liaison among 3 managers, 18 English-speaking teachers and Japanese students; scheduled and coordinated their daily activities.

Communication and Language Skills

· Translated digital and print content from Japanese to English and vice versa.

· Direct and coach 20+ international students in English.

●　Interpreted for English teachers and Japanese students.

EMPLOYMENT

Web/Newsletter Editor    2009-present　
JAPAN NETWORK FOR INTERNATIONAL STUDENTS, Tokyo

　Program Coordinator     2001-2004
TOKYO ENGLISH ACADEMY, Tokyo

EDUCATION

A.A. in Education, 2001 

EHIME WOMEN’S JUNIOR COLLEGE
