[bookmark: OLE_LINK1]Guidelines for Completing the Résumé Form

◎Important notes
　Please make sure that your entries in this résumé form contain no errors or omissions by, without fail, referring to relevant documents such as certificates or directly confirming with your affiliated organizations/institutions or other relevant entities. Should any misrepresentation be made, the University may have to take appropriate action.

[General instructions]
1.  As a general rule, input data in the résumé form and print the sheets out on A-4 size paper. When circumstances compel it, however, it is acceptable to write on printed sheets using black or blue ink.

2.  Do not modify the template settings such as margins and ruled lines. (Changing the font size is allowed.)

3.  If you need more space, make extra copies of Sheet No.1 and/or Sheet No.2, for additional data entries.

4.  Print all sheets out, sign by handwriting on Sheet No.2 and submit No.1 and No.2 as a complete set. If you have more than one copy of Sheet No.2, sign only on the final page.


[Sheet No.1]
1.  Photo attachment
　　Attach a clear photo taken within six months of the submission date (either a black-and-white or color, full-faced photo showing your face and upper body with no hat or head covering. Photo size: 3.5 to 4.0 cm height by 3.0 to 3.5 cm width). Alternatively, you may paste an image file of your photo into the excel sheet No.1 before printing.

2.  Name
　(1) Provide your name exactly as it appears on your family register, and be sure to enter the furigana (reading) for your name.
(2) If you hold non-Japanese nationality only, provide your name as it is printed on your alien registration certificate or passport in the case that you have not completed alien registration. Enter your name in the order of surname, first name, and middle name, if it is formed in the Roman alphabet.
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3.  Vocational Technical School, Junior College, College of Technology, University, and Graduate School
(1) Vocational technical schools mean special training colleges prescribed in Article 124 of the School Education Act or miscellaneous schools prescribed in Article 134 of the same Act.
(2) In the “Name of institution” column, enter the name in its entirety of your school, postgraduate course, school (of university)/faculty, department, major/program, etc.
In the case of an overseas institution, specify the country concerned in parentheses after the name of such institution.
(3) Select an applicable item from the following final status list and enter such item in the “Final Status” column.
(4) If you have graduated from more than one university or school (of university)/faculty, or have transferred from one institution to another, provide details of such background.
(5) If you have transferred from one institution to another or enrolled after graduating from another institution, write “(transferred as a xx- year student)”or “(enrolled after graduating from another institution as a xx-year student)” after the relevant institution’s name.
(6) If you have taken a leave of absence, write “(absent from mmm/dd/yyyy to mmm/dd/yyyy)” on a new line after the relevant institution’s name.
　(7) If you are currently enrolled in a graduate school, etc, write “(currently enrolled; since mmm/dd/yyyy)”.

○ Final Status List
	Graduated / Graduation Expected / Completed / Completion Expected / Withdrew / Withdrawal Expected / Withdrawal without completing all credits / withdrawal with all but dissertation /
Withdrew with all credits earned / Withdrawal with all credits earned Expected / Withdrew with research guidance approval / Withdrawal with research guidance approval Expected / 
Institution transfer / School (of university)/faculty transfer / Department transfer / Expulsion / Enrollment   　



4.  Academic Degree
　Select an applicable item from the following list of degree types and enter such item in the “Academic title/Major field” column, along with the date you were awarded the degree, and the nomenclature of the degree (your major field pertaining to the degree).
If you were awarded a professional degree, indicate, in the “Academic title/Major field” column, “Professional degree”, along with the nomenclature of the degree.
If none of the items in the list is applicable, indicate, in the “Academic title/Major field” column, “Other” and the nomenclature of the degree.

(examples) 03/25/1998  Master’s degree (○○-ology)   xx University
　　　　03/25/2001  Doctoral degree (xx-ology)   xx University
　　　　　03/01/2006  Professional degree (Juris Doctor)   xx University

○ List of degree types
	Master’s degree / Doctoral degree / MS (Master of Science) / MA (Master of Arts) / Ph.D (Doctor of Philosophy) / Professional degree




[Sheet No.2]
5. Work Experience (Employment History etc.)
　(1) Enter all background other than the academic details provided in Sheet No.1.
(2) If your organizations, job titles, job/research descriptions or employment statuses have changed, provide such information for each change.
(3) If the commencement and termination of employment occurred in the same month, enter such month for both events.
　In the case of a job you are going to resign from, enter the expected year/month of resignation.
(4) If you have been employed/enrolled as a research student, auditing student, special auditing student, non-degree student, special research student, international student, etc. (hereinafter “Research Student, etc.”), enter, in the “Organization, etc.” column, the name of your organization/institution (including the name of school (of university)/faculty, etc. for a university or the name of laboratory, etc. for a research institution) as well as the applicable type from among Research Student, etc. Leave the “job title” column blank.
　　Also enter the hours you are/were engaged in research or teaching assignments per week in the “(hours/week)” row under the “Employment status” column.

(example) In the “Organization, etc.” column: xx University, xx School (of university)/Faculty, Research student; in the “Employment status” column: (30 hours/week)

　(5) In the “Organization, etc.” column, provide complete and accurate names, without any abbreviation or omissions, that must include department/division or other unit names in the case of a private company, etc. or the name of laboratory or the like in the case of a research institution, etc.
　(6) In the “Job title” column, enter your official job title or position as notified by your organization.
　(7) In the “Employment status” column, tick the “Full-time” box if employed as a regular staff member or “Part-time” box if employed as a non-regular staff member, even though you have worked in the same working form as regular staff members. In the latter case, also enter the number of average weekly working hours. 
　　　“Non-regular staff members” refers to fixed-term employed workers (day workers, temporary workers, seasonal workers, fixed-term employees, 
part-time job workers, commissioned workers, part-time employees, and contract employees, etc.) or part-time workers, etc.

[bookmark: _GoBack]6.  In addition to the awards and criminal penalties if you have received disciplinary action or suspension due to sexual violence, including sexual harassment, against students in the past, be sure to write down the details of the action and the specific reasons for it. Please note that if there is a false statement regarding the history of disciplinary action, the applicant may be subject to cancellation of employment or disciplinary action.

7.  Remarks
　　Describe in the “Remarks” column any other matters that you consider should be particularly noted.

8.  Signature
　　Make sure that the entries you made in Sheets No.1 and No.2 of the Résumé form do not contain any errors, and then affix a handwritten signature.
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