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OBJECTIVE
my background and experience

EDUCATION

Columbia University, New York, NY
Bachelor of Science, Economics
Minor: Accounting

RELEVANT COURSES
Financial Strategy
Principle of Marketing

EXPERIENCE
MAX Securities New York, NY
Internship - Administrative Assistant

Rainbow Max, Inc.  Tokyo, Japan
Internship - Administrative Assistant

¢ Typed customer shipping invoices

SKILLS
Fluent in Japanese and English

ACTIVITIES
Member of Finance Association

REFERENCES E
Available upon request

Business Strategy
Principle of Accounting I

Provided office administration support

Maintained new clients and employees database for communication purpose
Coordinated conference calls and travel arrangements

Kept records of various financial transaction and journal entries

¢ Filed customer forms and purchase orders
¢ Edited forms and documents for sales department

Hanako Waizu
228 E. 45th St, 7F, New York, NY 10017

(212) 682-9360
hanakowaizu@us-benricho.com

To obtain a challenging position with an organization in the business industry that utilizes

B vay 2010

Economics
Principle of Accounting 1T

September 2010 - December 2018

July-August 2010

MS Word, Excel, PowerPoint, Adobe Photoshop, Illustrator, QuickBooks
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-Finished job or project in 50% of the

time specified

“Increased company revenue by $xxx
-Save company $xxx
-Discovered a way to improve

xxxxxx and followed it through

-Excelled at problem-solving (list

specifically)

- Performed in the position more

efficiently and effectively by
reducing costs, improving pro-
ductivity, increasing revenue, and
improving customer satisfaction

-Special award and recognition
-Key player in a successful project
-Self-financed 100% of education
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