Taro Urashima

415 E. Golf Rd. Apt.114

Arlington Heights, IL 60005
（847）228-1660
kpc@kimata.com
OBJECTIVE 
    

Full time professional position in a business organization requiring international communication 

skills in the marketing field.
WORK EXPERIENCE
ABC,Inc                                               Arlington Hts.,  IL                                             2000-present

Marketing / Administrative Specialist      
· Conduct customer service to maintain client accounts 

· Analyze the market by researching Japanese companies’ trends 

· Provide support to corporate executives and H/R manager

· Assist to establish an alliance business partnership 
· Manage and develop relationships with consulting firms and outside suppliers

· Analyze and evaluate media channels and reduce ineffective advertising costs
· Handle basic accounting data entry, payroll process, and invoicing 

· Create and implement more efficient workflow methods
XYZ, Inc.                                              Chicago,  IL
  

                1999-2000

Intern Translator



· Translated technical and professional correspondence between Japanese and English

· Maintained and access document forms on computer network

· Participated in team meetings

· Provided on-site verbal consultation/assistance

· Prioritized all projects based on corporate and department needs/requirements

· Assisted/Trained new associates in methods, resources, organizational structure

EDUCATION    

University of Chicago,              Chicago, IL                 1998- 2000



Bachelor of Business in Marketing
The University of Heisei,          Shizuoka, Japan,         1995-1997

             

Major: Business Management and Computer Information System

CONTINOUS EDUCATION

                         Harper Community College,       Palatine, IL,                2002-present

· Accounting courses  
ADDITIONAL SKILLS
Language: Fluent in Japanese and English, writing & verbal

Computer: Microsoft Word, Excel, Power Point, Outlook, All Internet Browsers

Responsible and Highly motivated learner 
REFERENCE                                                  Available on request
