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NORIKO HIRAI

4-5-4 Shibaura
   
03-3453-2797
Minato-ku, Tokyo 154-0012
 Mobile 090-1234-5678

hirai@getglobal.com                                                google.com/ +NorikoHirai

HR Programs Coordinator at ABC
· 2 years of HR-related coordination experience, including recruitment-ad development.

· Experienced in providing office and support services: Secretarial Skills Test, Level Pre 1
· Advanced computer skills: Microsoft Office Specialist--Word, Excel and PowerPoint 

· Proficient in social media; have written company career blog and Twitter posts for a year

· Excellent oral and written communication skills; strong customer-service and relationship-
building skills.  Memorized names and faces of 40 department members in two weeks. 

· Demonstrated ability to take initiative, prioritize and multitask in fast-paced work environment

　PROFESSIONAL EXPERIENCE

ABC CAREER, INC., Tokyo     
 2011 to present

Provider of online career portals, comprehensive career and employment services, including recruitment, staffing, training and consulting, with annual sales of 30 billion yen

Career Consultant Assistant, Career Portal Department 

· Assist Department Manager and 7 career consultants.

· Develop 20 client recruitment ads a week and publish on 5 career portals.  Manage and
replace ads monthly.  Write headlines and ad copy.  Only assistant whose work doesn’t
require manager review before publishing.

· Tactfully provide customer service to 18 client organizations and job seekers, resulting in
50% increase in contract closing.
· Write department career blog (http://www.getglobal/hrblog) and Twitter posts
(http://www.twitter.com/abchr)
· Proposed and developed general-affairs manual, company’s first online manual.

· Manager negotiated larger-than-allowed raise for my exceptional performance.

EDUCATION AND TRAINING

Bachelor of Art in Education, NIHON UNIVERSITY, Tokyo (2011)

Microsoft Office Specialist: Word, Excel and PowerPoint (2011)

Secretarial Skills Test, Level Pre 1 (2011)


