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Dear Waseda Job Seekers: 

 

Job hunting is not an easy activity—especially under current circumstances that are strongly 

influenced by the COVID-19 pandemic. But if you are planning to start job hunting, you will 

find this handbook a strong support. 

 

For those who wish to find a job in Japan, you need to note that the job-hunting style in Japan 

is different from that of other countries in terms of the selection process, selection procedures, 

and other aspects. Therefore, PREPARATION IN ADVANCE is essential; preparation means 

gaining an understanding of the Japanese job-hunting style and setting a job-hunting schedule 

at an earlier stage of your college life and planning comprehensively what to do in each 

grade/semester. You can gain an understanding of the basics from this handbook and from our 

website, and if you have any is difficultly in finding the information you want, please ask us. 

 

A key point is that Japanese companies tend to evaluate your personality and potentiality rather 

than your current skills and academic records. This means that you need to present yourself 

effectively, showing that you most assuredly have potential talent. In order to do so, you need 

to know yourself, know how you want to live your life, know what your core values are, and 

know what the common point between you and the company is. 

 

We understand that many of our students having anxieties or worries about job hunting under 

the cloud of COVID-19. However, what you need to do with respect job hunting remains 

unchanged; let us face the challenge of job-hunting activities as they are. 

 

We offer a wide range of services to support you and help you make a good decision on your 

career path.  

 

We are here to support you. 

 

Waseda University Career Center 
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*Please also refer to the Career Guidebook 2021 in Japanese. 

Log in to MyWaseda  → Course N@vi → キャリア・就職支援講座（20XX年度入学

者）→ キャリアセンター刊行物 → 就職活動ガイドブック 2021 

 

*Waseda Moodle will be available from 2021. 

Log in to MyWaseda  → Home → Learning Support → Waseda Moodle 

 

 

 

 

 

 

 

 

 

△！ Caution 

The contents of this handbook might change in response to COVID-19. 

Please check the latest information on our official website. 
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1-1 Job-Hunting Flowchart for Waseda Students 

 

To complete your job hunting successfully, you need to repeat the cycle of input and output as you 

can see from the above chart. 

 

Look back over your past experiences such as what you studied and hands-on experiences such as 

internships, circle activities, volunteer work, and part-time jobs in order to analyze and evaluate 

yourself. By doing so, you will find your strong and weak points, preferences, expertise, skills, 

dreams for the future, values, and outlook on life so that you can organize your thoughts. 

 

Consider these factors when researching companies and industries using methods such as websites 

and books, career events, internships, and meeting alumni. As a consequence, you can choose the 

companies to which you would like to apply. 

 

This repetition of input and output should be continued even when you start working so as to 

make your working life fulfilling. 
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1-2 Individual Consultation 

Individual Consultation 

You can have one-to-one consultation with one of our Career Center staff members based on your 

individual circumstances such as job hunting, internship programs, and visa status change, and 

any career-related matters for up to 40 minutes. 

 

The service is available during office hours. Should you need a consultation in English, please 

e-mail us to make an appointment in advance. See details from the QR code below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

👉Point 1 

If you have questions such as “How does the grammar work?”, “What does this word mean?”, 

“Is my Japanese expression correct?” ask Waseda Nihongo Support. For more details, please 

refer to the Center for Japanese Language official website. 

 

👉Point 2 

Some Waseda school offices provide career/internship information exclusively for their 

students.  

Please visit their website when seeking support. 

 

 

 

 

 

 

 

 

 

  

Reservation Information 

Global Network Center (SILS/GSICCS) Career Management Center (WBS) 
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1-3 Events 

Events 

The Career Center organizes recruitment talks and seminars for Waseda University students. From 

March to August, about 650 companies are invited to take part in our on-campus career 

recruitment drives. Corporations that are actively seeking international students are marked on the 

event list. Do make full use of this great opportunity. Career guidance, enrichment workshops and 

recruitment talks are also organized specially for international students and some seminars are 

conducted in English. For more details, please refer to “Calendar” on our official website. Should 

you miss an event you wanted to join, you can view it later on “Course N@vi” or at the Career 

Center. 

 

 

 

 

    Events in Japanese            Events in English 

 

 

👉Point 

We will make a transition to a new system called "Waseda Moodle" in 2021. 

＊ Log in to MyWaseda  → Home → Learning Support → Waseda Moodle →  

キャリアセンター提供セミナー 
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Course N@vi and Waseda Moodle (Online Content) 

All Waseda Degree Seeking Students are able to watch past career seminars and events via 

Course N@vi or Waseda Moodle. 

*Course N@vi 

<How to access>  

Log in to MyWaseda  → Course N@vi → キャリア・就職支援講座（20XX年度入学者） 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

* Waseda Moodle 

<How to access>  

Log in to MyWaseda  → Learning Support → Waseda Moodle 

 

 

  

PC 

Smartphone 
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1-4 E-Newsletter for International Students 

This service aims to provide our international students and multilingual career seekers with 

information and schedules of recruitment, internships, development workshops, career fairs and so 

on. It is issued twice a month (excluding summer & winter recesses, and extended major holidays). 

If you are interested, please e-mail us at: career@list.waseda.jp with your name and student ID 

number. Please indicate the subject clearly as “Subscription to E-Newsletter for International 

Students.” All messages will be directed to your Waseda University e-mail account in English. 

 

 

 

1-5  Register Your Post-Graduation Plans 

In order to use the services mentioned above, you need to register your Post-Graduation Plans on 

MyWaseda. Bound by the Employment Stability regulations, all job seekers are required to 

complete this form. If you fail to do so, the University will refuse to issue a recommendation letter 

to the Immigration Bureau, should you need one for the purpose of changing visa status. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here 

mailto:career@list.waseda.jp
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2-1 Why Japanese Corporations Employ  
            International Students 

These are several main things that Japanese employers are expecting of international students. 

 

Expected Roles 

① “Borderless Professionals” 

First of all, employers hire international students to secure excellent human resources without 

regard to their nationality. 

② “Bridge” between Japan and Foreign Markets 

Japanese companies opt to hire international students when they are considering taking or 

expanding their operations overseas. They see the need for the help of coordinators who work 

as liaisons between their headquarters and local subsidiaries. Foreign students, who are 

equipped with not just language skills (Japanese and their mother tongue) but also cultural 

competence in both Japan and the target country, are expected to provide support to facilitate 

smooth business development. Both employment in Japanese headquarters and direct 

employment in local subsidiary (national staff) are available. For national staff, local rules and 

regulations will apply. 

③ Corporate Revitalization from Within 

It is also a major expectation from an employer that securing human resources with different 

cultural backgrounds will stimulate their organization by having international talents. 

Foreigners are encouraged to provide an international perspective (e.g. expressing ideas, 

work-life balance, paternity leave) to the workplace. Employers also hope that the presence of 

foreign staff will energize the working environment, thus improving efficiency. 

 

Reasons for Hiring International Students 

 

Source: Survey on Career and Retention for International Students (Ministry of Economy, Trade and Industry, 2015) 
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Expected Skills 

① Language Proficiency (JLPT N1, N2) 

Most Japanese companies require foreign employees to have adequate Japanese as a very 

fundamental and essential skill for engaging in their daily business operations as well as 

communication among/beyond the organization. To prevent miscommunication in the daily 

work, applicants are strongly encouraged to learn and speak the language well. Business-level 

proficiency is generally required of regular full-time employees working in Japan. In addition to 

one’s mother tongue and Japanese (at least, JLPT N2 Level. N1 is highly preferred), English is 

also widely expected. Employees assigned to work at local subsidiaries must also be able to 

communicate proficiently in Japanese to fulfill their responsibilities as intermediaries. 

② Adaptability to Corporate Culture/Sense of Teamwork 

Employers are also concerned as to whether international students have the capability to 

understand the business culture in Japan, their corporate culture, and the workstyles or ways of 

thinking of Japanese people as represented by “sense of teamwork.” 

③ Specialized Knowledge & Practical Major 

Particular industries or jobs such as manufacturing, chemical/biotechnology, R&D, marketing, 

and finance, require not only international students but also domestic students to possess 

specific expertise or an academic degree in a practical major. 

 

 

Basic Social Skills for University Students 

Basic social skills are fundamental prerequisites for all university students to work in the real 

world by collaborating with people both in the workplace and in society, as has been expressed by 

the Ministry of Economy, Trade and Industry based on an investigation of Japanese industries on 

their needs and requirements for future talents. 

 

Japanese employers examine whether their candidates possess these basic skills through various 

steps and methods during their selection process. 

Basic Social Skills 

  

Action 

 

Thinking 

 

 

Teamwork 

 

 

Initiative: Working on things proactively 
 
Encouragement: Encouraging and involving 
people so they work together 
 
Ability to Get Things Done: Settling clear goals and 
taking action to get them done. 
 
 

Issue Identification: Making purpose and issues 
clear by analyzing present state 
 
Planning: Clarifying the process and preparing for 
execution to resolve the issue 
 
Creativity: Creating new value 
 
 

Communication (Express): Conveying one’s opinion to others in a way that they can clearly understand 

Communication (Listening): Listening attentively to others to understand them correctly 

Flexibility: Accepting differences with others’ opinions with consideration for their standpoints 

Ability to Grasp Situation: Understanding correctly about the relationship with other people and things 

Discipline: Following social rules and keeping promises made to others 

Stress Control Ability: Managing one’s stress by finding and dealing with its source 
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TOP 10 Evaluation Points by Employers 

 

Source: Japan Business Federation November 22, 2018 

 

 

 

2-2 Characteristics of Job Hunting in Japan 

What is important for international students who are interested in seeking employment in Japan is 

to understand what job hunting in Japan is all about and the importance of acting independently. 

 

① Mass Recruitment of New Graduates for Entry in April 

The term “recruitment of new graduates (shin-sotsu saiyo)” refers to the employment of people 

who graduated recently from university and who are seeking employment for the first time. It is 

the most unique part of employment in Japan that employers all hire a group of new graduates 

simultaneously on April 1st on an annually basis, and all run their selection procedures within 

almost the same timeline. Based on that, job-hunting activities are usually started earlier in 

Japan than overseas, so students need to be well aware of timelines and prepare for them whilst 

maintain a balance with academic life. 

  

Please refer to “3 Job-Hunting Schedule (☞P. 17)” for the general timeline. 

 

② Various Selection Methods, Multiple Stages 

Employers require applicants to undergo various selection processes, not simply job interviews 

but also written examinations, online tests, aptitude tests, Japanese essays, group interviews and 

role-play tests or “group discussions.” Students may experience a relatively long period of 

selection procedures due to the need to go through such multiple stages of examinations, and of 

course to prepare for them. 

Please refer to “4 Work to Be Done (☞P. 23)” for more information about how to prepare for 

each selection stage. 
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③ “Potentiality-based Recruitment,” Experience Matters Less 

In principle, new graduates are employed for a lifelong career. Japanese companies will provide 

them with training and an opportunity to try out different types of work so that they will become 

future leaders. Based on that premise, companies hire new graduates based upon predictions of 

their long-term potential. This is known as “Potentiality-based Recruitment (Potential-saiyo in 

Japanese). Please note that Japanese recruitment differs from that of Europe and the United 

States, where one is employed to fulfill a specific position or role. Based on that, especially 

large employers in Japan, usually do not offer a particular position during the recruitment 

process. 

 

 

Quick Comparison on Major Differences between Job Hunting in Japan and Overseas: 

 

 

■ Membership-based Employment 

This style of employment does not limit duties, place of work or working hours. People are 

usually evaluated according to their ability to perform all duties as generalists. 

 

■ Job-based Employment 

This style of employment limits duties and place of work, and the job description is clearly 

defined and appropiate capabilities are evaluated in accordance with skill levels as specialists. 
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2-3 Career Advancement in Japanese Companies 

In addition to understanding the major characteristics of the job-hunting system in Japan and 

expectations of international students from employers, it is also important to think about your 

career and life plan so as to make your decision on your first employment as meaningful for your 

future as possible. Since there are various ways for companies to utilize international human 

resources in their business, it is recommended that you research how international human 

resources are advancing their careers in the company/industry in which you are interested. 

 

The following are very typical career examples of foreign employees in Japanese companies. 
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2-4 The Importance of Japanese Language Skill 

Japanese Language Proficiency Required by Companies 

International students require a high level of reading, listening, writing and speaking ability in 

Japanese. Especially—with the exception of blue-collar positions—companies are looking for a 

business-level of Japanese ability sufficient for frequent back-and-forth communication with 

clients as well as colleagues. 

In fact, companies’ expectations of Japanese language proficiency at the timing of joining the 

company are much higher than that during job hunting. 

Source: DISCO Career Research December 2019 

https://www.disc.co.jp/wp/wp-content/uploads/2020/01/2019kigyou-global-report.pdf 

 

Japanese Language at Selection 

About 90% of companies use the Japanese language in selecting international students, especially 

during interviews. 

 
Source: DISCO Career Research December 2019 

https://www.disc.co.jp/wp/wp-content/uploads/2020/01/2019kigyou-global-report.pdf 

Language at selection 

All companies  Less than 300 employees 300-900 employees 

 
More than 1000 

employees 

 
Japanese w/o Japanese at some parts 

 

w/o Japanese at most parts 

 

w/o Japanese all parts  

 

https://www.disc.co.jp/wp/wp-content/uploads/2020/01/2019kigyou-global-report.pdf
https://www.disc.co.jp/wp/wp-content/uploads/2020/01/2019kigyou-global-report.pdf
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2-5 Visa Matters 

Continuing Job-Hunting Activities after Graduation 

■ Degree Seeking Students 

International students who have graduated and are planning to continue job hunting in Japan need 

to change their status of residence to “Designated Activities Visa” (to remain in Japan for job 

hunting). To change the visa status, you need to submit a recommendation letter from the 

University, and other necessary documents to the Immigration Bureau. A Designated Activities 

Visa is valid for six months and can be renewed only once for another six months (maximum of 

one year after graduation). 

 

Before graduation After graduation (working in Japan) 

 

 

 

 

 

The Career Center will issue a recommendation letter to Waseda University graduates who have 

fulfilled the following requirements. Make sure to apply BEFORE you graduate. 

 

Requirements before Applying for a Recommendation Letter 

1. Completion of Post-Graduation Plans (☞P. 67) 

2. Keep records of your activities (such as schedule) and retain written correspondence such as 

announcements and e-mails from companies to attach to the report 

3. Submission of designated application form verifying your job-seeking activities to the Career 

Center 

 

△！ Caution 

Applicable only to job-seeking undergraduate/graduate students who have graduated or earned a 

degree from Waseda University (正規生). Non-degree students, such as students studying at 

Waseda University for learning Japanese, exchange students, and research students, are not 

eligible. 

 

  

Designated activities visa College student visa 
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■ Non-Degree Students 

The "College Student" status of residence is valid only during your enrollment. Please be sure to 

leave the country immediately after graduation because the "College Student" status will 

terminate. However, a one-month grace period is allowed for preparations. If you need to extend 

your stay for an unavoidable reason for more than one month, please inquire directly to the 

Immigration Bureau. 

* Non-Degree Students 

Students studying at Waseda University to learn Japanese, exchange students, and research 

students. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

As for the necessary documents to get the recommendation letter and the procedure for changing 

visa status, please refer to our official website in addition to checking the Immigration Bureau 

Official Website. 

 

Career Center Website in English 

 

  

Even though the date is still 

valid, you will not able to use it 

after the program is complete. 
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2-6 Organizations and Agencies  
            Supporting Job Hunting 

Job information websites in Japan include those operated using advertising revenue from 

companies, and those operated by public organizations such as the Tokyo Employment Service 

Center for Foreigners and business organizations. Many companies accept entries from the 

applicants through such websites. 

 

Leading job-hunting websites 

Mynavi ・Able to apply to multiple companies by registering 

・Once registered on the website, you will receive information 

regarding career-related matters. 

・You need to select the website you use depending on 

companies. 

Career-tasu  

job hunting 

Rikunabi 

Asagaku navi 

Gaishishukatsu.com 

Job-hunting websites for international students, bilinguals 

Career Forum Net 

 (CFN) 

・Able to search job information in English 

・Able to find multinational companies 

Glassdoor 

Agencies, scouting 

OfferBox 
・Receive offers from companies that are interested in you 

・Offers will not always come from companies you are interested 

in. 

Mynavi Global Agent 

Public institutions 

Tokyo Employment 

Service Center  

for Foreigners 

・Offer various services included individual consultation services 

for free. 

SNS 

LinkedIn ・Able to gather information on persons whom you want to know 

and find common points between you and them easily. 

 

 

△！ Caution 

Take precautions when registering personal details on any of the above websites. 
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3-1 Basic Job-Hunting Schedule 
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Many companies start conducting company information sessions and accepting “entries” from 

March for recruits for April the next year. In “entries,” you first indicate your initial interest in the 

companies by submitting an entry sheet (job application form). You might take an online test at 

the same time. Just follow the companies’ instructions. Entry sheet applications and online tests 

are part of the screening process, so they need to be accurate and complete otherwise you cannot 

proceed to the next step. 

 

The next step is the actual screening process, which will begin in June. You undergo several 

interviews or group discussions. If you pass all of them, you may obtain an unofficial offer. 

Employers officially give an offer to successful applicants after October. 

 

When you receive the job offer and accept it, there is a blank period until the time of entering the 

company.  

 

Please note this job-hunting schedule is a STANDARD timeline. Recruitment process and 

screening methods vary by company. Especially, most foreign companies (gaishi-kei) start 

recruiting earlier than other companies. It is necessary to be sensitive with information and act 

flexibly with respect to your own job-hunting activity. 
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3-2 Job-Hunting Schedule  
               for September-Enrolled Students 
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Many companies start conducting company information sessions and accepting “entries” from 

March for recruits for April the next year. In “entries,” you first indicate your initial interest in the 

companies by submitting an entry sheet. You might take an online test at the same time. Just 

follow the companies’ instructions. Entry sheet applications and online tests are part of the 

screening process, so they need to be accurate and complete otherwise you cannot proceed to the 

next step. 

 

The next step is the actual screening process, which will begin in June. You undergo several 

interviews or group discussions. If you pass all of them, you may obtain an unofficial offer. 

Employers officially give an offer to successful applicants after October. 

 

When you receive the job offer and accept it, there is a blank period until the time of entering the 

company.  

 

Please note this job-hunting schedule is a STANDARD timeline. Recruitment process and 

screening methods vary by company. Especially, most foreign companies (gaishi-kei) start 

recruiting earlier than other companies. It is necessary to be sensitive with information and act 

flexibly with respect to your own job-hunting activity. 
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(blank page) 

 

 



 

Job-Hunting Handbook 23 

 

 

 

 

4. Work To Be 

Done 
 

 

 



4. Work To Be Done 

 

Job-Hunting Handbook 24 

 

4-1 Self-Analysis & Understanding 

Self-analysis is the most important part of job-hunting activities. Without knowing who you are, 

what your strengths are, and what your core values in life are, you are not able to present yourself 

effectively to recruiters. In job hunting, you need to select a career that suits you from among the 

many companies and jobs that exist in the world, and get a job offer from a matching company. In 

order to do so, “self-analysis” is an essential tool. 

 

Why Do We Need This? 

In order to present yourself to recruiters in an effective way, self-analysis is essential. 

 

Job-hunting activities are like sales-promotion activities. For example, when you sell a product, 

you need to know all about the product in the first place. You can’t make a good sell of an 

unknown product. You must know the good and weak points of the product and formulate a sales 

strategy to sell it well. Job-hunting activities are the same; you need to know about your strengths, 

weakness, your interests, and prepare well for the online test, entry sheets, and interview 

screening.  

 

When Do We Need to Get Started? 

In self-analysis, there is no definition of when to start or when to finish. Knowing yourself can 

apply to not only your job-hunting activities, but also your further career plan. So you can start 

doing self-analysis at any time; you may even start from your first semester at Waseda University. 

In terms of job hunting, it is important to start self-analysis BEFORE the actual screening process 

start. This does not mean that you cannot proceed to the next stages in job hunting because you 

have not completed your self-analysis, but it is preferable to start at an earlier stage of your 

job-hunting activities. The important thing is to simultaneously act and think deeply. 

 

How Do We Do Self-Analysis? 

What you need to do for self-analysis is to look at yourself objectively and consider your positive 

points that are appealing from the company’s standpoint. Japanese companies do not evaluate you 

only by your current skills, and academic record; they judge you based on whether you have the 

potential to grow and contribute to the company. Therefore, you need to take an objective look at 

your past experience such as studies, circle activities, and part-time jobs. Then analyze your 

strengths and weaknesses, behavioral traits and your role in a team setting. Gain the interest of the 

company by sharing your character, positive points, attitude, and so on. Note that companies 

recognize these points. The important thing is for you to describe the motivation accurately, 

linking your own values and skills. 
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The diagram is a summary of what was explained above. 

 

Let’s start together! Self-analysis does not have to be lonely work. Along with your individual 

analysis work, ask your family, friends, and career center staff for help. Here are some activities 

that you can do for self-analysis: 

1. Watching a self-analysis seminar on CourseN@vi / Waseda Moodle* 

2. Worksheet activities 

3. Individual consultation 

4. Ask your family and friends about your strength and weakness and what kind of person you 

are. You may discover a new side of yourself from other people’s points of view. 
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■ Self-Analysis 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

List what you like and what are interested in.  

Also, write down the reasons. In job hunting, 

let’s clarify your own axis (values, values). 

 

Your interests 
 

Let's look back on your past: university 

choice. 

 

Your thoughts and actions 
 

Your strengths and weaknesses 
 

Find out your strengths and weaknesses. 

 

Your core values 
 

How do you want to spend your life? Check 

the items you cherish. 

 

☞P. 27 

 

  Sheet 1 

☞P. 28 

 

Sheet 2 

☞P. 29 

 

Sheet 3 

☞P. 30 

 

Sheet 4 

☞P. 31 

 

Sheet 5 
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Your interests 

List what you like and what are interested in.  

Also, write down the reasons. In job hunting, let’s clarify your own axis (values, values). 

 

Your interests Reasons 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

State the common points from your list above 

 

 

 

 

 

 

 

 

 

  

 

Knowing yourself does not have to be lonely work. Ask 
your family, friends, or career center staff what kind of 
person you are, what are your strong points/weak points. 

 

 Sheet 1 
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Your thoughts and actions 

Let's look back on your past: university choice 

 

The reason you decide to study at Waseda 

University 
The reason you decided to study in Japan 

 

 

 

 

 

 

 

 

 

 

 

 

Summarize your past and present experiences in the following table. 

 Junior high school High school University 

Main activities  

and experiences 

 

 

   

What influenced you 

 (people, environment etc.) 

 

 

   

What you succeeded in 

 

 

 

   

What is your main weakness, 

and how are you going to 

overcome it? 

 

   

How do you see your future? 

 

 

   

 

  

 
When you look back on your past, you can recognize your 
action pattern, thinking pattern, and your core values. 
 

Sheet 2 
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The following questions are questions commonly asked by recruiters. 

 

What I worked hard on during my 

university days (academic work) 

What I put effort into when I was in 

college (other than academic work) 

Effort 

 

 

 

 

 

 

Effort 

The most difficult thing in that 

 

 

 

 

 

 

The most difficult thing in that 

What actions were taken to overcome the 

hardship 

 

 

 

 

 

 

What actions were taken to overcome the 

hardship 

Results and lessons learned from it 

 

 

 

 

 

 

Results and lessons learned from it 

 

  

 

Express in your own words how you thought about 
and what actions you took toward certain 
circumstances or problems. 

 

Sheet 3 
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Find out your strengths and weaknesses  

 

Your strengths Story 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your weaknesses Remedial measures 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Find your characteristics by asking your family, friends, or 
career center staff. You may find unknown characteristics! 

 

 

Sheet 4 
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Core Values: What kind of life you want to live 

How do you want to spend your life? Check the items you cherish. 

 

□Individualism 

□Want to have a strong influence on people 

□Social fame 

□Diversity 

□Salary 

□Reward 

□People 

□Corporate culture 

□Popularity 

□Working place 

□Work-life balance 

□Other 

 

What you think it is the most important item from the above 

Most important value for you Reason 

1 

  

2 

  

3 

  

4 

  

5 

  

  

 
Your core values will differ from those of others.  
Find out what are the most important values for 
you. 

 

Sheet 5 
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4-2 Broadening Your Company and Industry Knowledge 

While you conduct self-analysis, you should look into industries and professions as well. There 

are many kinds of jobs in society that you are not familiar with. In order to make a sound choice, 

you need to learn about them. It is only during the job-seeking season that you get the opportunity 

to hear first-hand experiences from people in various industries and corporations. Do not rely 

simply on the first impression and hearsay about companies when making your decision. Instead, 

you should get information from as many reliable sources as possible. 

 

The companies that offer services or products that we connect within our daily lives are called 

“business and customer” companies. However, there are a lot of stages before a product or a 

service reaches us. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Raw Materials 

Agricultural and Marine Products 

Import and Export Company→ 

 

Materials Maker 

Steel, Metals, Chemical Products, 

Paper and Pulp 

Trading Firm→ 

 

Finished Products 

Furniture, Household Electronics, Cars, 

Machinery, Transport Equipment, 

Cosmetics 

Trading Firm→ 

 

Distribution and Sales 

Supermarkets, 

Dealers, 

Department Stores, 

Specialist Stores 

Mass Communications          

Television, News Paper, Advertising,  

Publishing 

Information Research             

Consulting, System Development, 

Think Tanks 

Credit/Loans         Insurance 

Leases, Credit,        Life Insurance, 

Home Loans          Damage Insurance 

Securities            Banking 

Securities            City Banks, Regional Banks, 

                    Credit Unions 

Public Service                                 Transport 

Education, Medical Care, Social Welfare             Airport, Bus, Railway 

Public Infrastructure                            Tourism             

Electricity, Gas, Water, Roads                     Travel, Hotels, Restaurants, Amusement 

Real Estate 

House Manufactures, Real Estate Companies 

 

Finance Manufacturing, Circulation and Trading (product) 

Communication Industries 

Service Industries 

Consumer 

. 

. 

. 
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4-3 Methods to Research Industries,  
              Corporations & Types of Business 

Gathering information is an essential part of carrying out industry and company research. Using 

the internet to search for information has become the norm, but note that this is very 

one-dimensional. It is also important to use business magazines, newspapers and books, and also 

carry out some actual legwork by visiting alumni who are working in the companies or industries 

in which you are interested. 

 

 

 

 

 

Net-based 

① MyWaseda 

You will be able to access MyWaseda to gain information and apply for a position. 

For more details, please refer to “4-5 Recruitment Resources on MyWaseda.” (☞P. 43)  

② Waseda University Library’s Database/Online Journals/Nikkei Telecon 21/Toyo Keizai 

Digital Contents Library (DCL)  

You can access various databases from the Waseda University Library official website. (☞P. 35) 

③ Official Corporate Websites  

Recently, fewer companies are publishing paper-based corporate guides, thus accessing 

corporate websites have become the basic way to learn more about companies, as they are 

updated regularly. 

④ Job-Hunting Information Websites 

You can register to attend various seminars and apply for job vacancies open to the public. 

For more details, refer to “2-6 Organizations and Agencies Supporting Job Hunting.” 

(☞P. 16) 

 

 

Paper-based 

① Reference Books 

There are various books that will prove helpful in your job-hunting activities. 

Company/Industry research Web test Interviews 

四季報 Shikiho SPI問題集 SPI-Mondaishu 絶対内定 20XX 面接の質問 

Zettai-Naitei-20XX 

Mensetsu-No-Shitsumon 

図解入門業界研究 

Zukai-Nyumon-Gyokai-Kenkyu 

Webテスト完全突破法 

Online-Test-Kanzentoppaho 

絶対内定 20XX 面接の質問 

Zettai-Naitei-20XX 

Mensetsu-No-Shitsumon 

*Borrowable at the career center 

  

Paper-based Communication 
-based 

Net-based 
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② Newspapers and Business Journals and Magazines 

It is a good idea to read newspapers, business journals and magazines so that you keep up with 

current financial and business trends. 

E.g.) Nikkei Business, Shukan Diamond, Shukan Toyo Keizai 

③ Company Pamphlets 

A number of companies publish official pamphlets aimed at the students. 

 

 

Communication-based 

① Seminars and Recruitment Talks 

You will learn about industries and companies directly from human resources personnel and 

have the opportunity to have your questions answered. 

② Visit Waseda University Alumni (OB/OG) 

This is an efficient way to hear firsthand about the reality of working and the job. For more 

information, refer to “4-4 Alumni Visits.” (☞ P. 39) 

③ Career Enhancement Events Organized by the Career Center 

The career center organizes various career-related events such as On-Campus Recruitment 

Talks,  

Foreign (gaishi-kei) Consulting Industry Seminars, Alumni Career Talks and Knowing Foreign 

Companies, conducted in English. For more details, visit our official website. 

 

 

 

 

 

 

 

 

 

 

 Note 

Most communication-based career events are expected to be held online for 2022 graduates in 

response to COVID-19. 

 

 

 

  

Knowing Foreign Companies Foreign Consulting Industry Seminar Alumni Career Talk 
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Company and Industry Research through Waseda University Library 

Waseda University Library has a wealth of materials and databases that are useful for gathering 

information. The number of books about companies and industries is one of the largest among 

Japanese universities. Take advantage of the benefits of being a Waseda student. 

 

 

 
 
■ WINE 

You can search for books, magazines, newspapers, etc. held by Waseda University by using WINE. 

Try various things such as "keyword search" and "newspaper list.” 

 

 

 

 

 

 

 

👉Point 1 

Sometimes the idea of the founder of the company is made into a book, and corporate trends are 

featured in magazines and newspapers. 

Search & Find 

・Discovery Service (WINE) 

・E-Resource Portal 

・Research NAVI 

・Off-Campus Access 

Search & Find 

・Discovery Service (WINE) 

・E-Resource Portal 

・Research NAVI 

・Off-Campus Access 
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■ Database 

The database that Waseda University has a contract with is rich in content both in terms of amount 

and variety. Access it from the Database List. 

 

 

 

 

 

 

 

 

*Sample of Search Results 

 

Search & Find 

・Discovery Service (WINE) 

・E-Resource Portal 

・Research NAVI 

・Off-Campus Access 
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*Nikkei-telecon Membership Business Database 

 

 

*Toyo-Keizai Digital Contents Library 

 

 

 

 

 

 

 

 

 

👉Point 3 

The databases of these two companies cannot be excluded for corporate and industry research. 

Indeed, they are MUST-HAVES for job hunting. Depending on how you read the available 

information, you can see the “realities” of a company. 

 

 

👉Point 2 
You can read ‘Shikiho’ and ‘Industry map’ 

online anytime, anywhere! 
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Company Research Sample 

Company research (企業研究) 

Company name (企業名) WASEDA Co., Ltd. 

Basic information (基本情報) 

Name of representative (代表者氏名) Career Taro 

Management philosophy (経営理念) ・Creative innovation 

・Make the world connected 

Business content (事業内容) ●●●● 

Sales (売上高) ●●●● 

About the business (事業について) 

Main product/Main service  

(主力商品/主なサービス) 

・●●●● 

・●●●● 

Vision/Mission (事業方針) ・●●●● 

・●●●● 

Competitive advantage/disadvantage 

(強み/弱み) 

・●●●● 

・●●●● 

Target/Market (ターゲット / 市場) ●●●● 

Competitors (同業他社) ・●●●● 

・●●●● 

Recruitment information (採用情報) 

Job introduction 

(職種説明) 

・●●●● 

・●●●● 

Ideal candidate profile 

(求める人物像) 

・●●●● 

・●●●● 

Conditions regarding vacant positions 

(応募要件) 

・●●●● 

・●●●● 

Application deadline (応募締切日) MM/DD/YYYY 

 

Screening schedule (選考スケジュール) First Selection (GI): March 15, 2021 

Second Selection (II): April 7, 2021 

Final interview (II): April 23, 2021 
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4-4 Alumni Visits 

Visiting alumni is one of the methods of researching a company in which you are interested. 

Speaking directly with alumni can open your eyes to perspectives and opportunities in your 

desired career field. Alumni can give you advice and firsthand information that cannot be found in 

corporate brochures or on company websites. It would be very helpful to learn from their 

job-hunting experience to advance your own activities. 

*University alumni are called “OBOG” in Japanese English, which stands for “Old-Boy & 

Old-Girl.” (This is not an example of Japanese English referring to the elderly.) 

 

 

Steps for Alumni Visit 
 

 

 

 

 

 

Step 1 Identify the companies to visit and what you want to ask 

It is important to be specific in terms of what you want to know before you start searching for 

the appropriate alumni. 

 

Prepare your questions 

[Example 1] To learn more about the contents of the job and career path 

It will be helpful to find alumni who have three to eight years of work experience. They may 

have experienced multiple positions at the company, and you will be able to gain broader 

information about the job from them. 

 

[Example 2] To learn about recruitment trends and the work of junior employees 

Alumni who are in the first or second year will still be familiar with the latest trends in the job 

market. You will learn about how they play a role in the company as new employees. In 

addition, you will be able to pick up firsthand information that you may not be able to gain in 

the recruitment session. 

 

Step 2 Search for Waseda University graduates 

 

 

 

 

① Use your own network 

Ask someone who knows of any alumni: Friends, family, classmates in your seminar class or 

circle, Waseda professors and staff. 

 

③ Contact 

companies you 

are interested in 

④ SNS, Alumni 

matching apps 

② Access the latest 

Alumni List on 

MyWaseda 

① Use your  

own network 

Thank you 

letters to  

the alumni 

Visit  

the alumni 

Make 

an appointment 

Search for  

alumni 

Identify the companies 

to visit and what you 

want to ask 

Step 1 Step 2 Step 3 Step 4 Step 5 
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② Access the latest Alumni List on MyWaseda 

You can access the latest alumni lists (OBOG-meibo) on MyWaseda. Paper-based alumni lists 

that have been provided by around 30 companies are also available at the counter of the 

Career Center Office. 

1. How to access the Alumni Lists on MyWaseda 

Log in to MyWaseda → Student Affair → Corporate Profiles and Job Postings 

 

 

 

Search for companies. If you have decided the company you want to search for, enter the 

company name in フリーワード検索. 

*This service is currently available in Japanese only. 

 

 

 

There is an item “卒業生” in the company profile (会社概要). 

You can access the alumni list when the PDF mark is clicked. 

 

Please note that not all corporations share lists with Waseda University. 

Due to increased awareness of privacy, fewer companies are providing such lists recently. 

If the company does not provide the list, it is shown as 名簿：なし in the item. 

Click here 

Enter company name 

Click the PDF mark 
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2. Search for international students in the alumni list 

You can find international students in the list. 

Go to 検索 → 条件検索／詳細検索 

 
 

 

 

 

 

 

Scroll down to 学校オリジナル項目 → もっと絞り込む 

 

 

 

Check 留学生 OBOG → あり. 

 

Then you can find companies that provide alumni lists including international students. 

  

Click here 

Click here 
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③ Contact companies you are interested in 

If you cannot find any alumni at the company in which you are interested, try contacting the 

human resources department of the company directly. However, sometimes they may decline 

for the reason of personal information protection. 

④ SNS, Alumni-Matching Apps 

It is possible to make contact with alumni via social networking service (SNS) such as 

Facebook. Recently the number of students who use alumni-matching applications is 

increasing. 

 

Take precautions when you use SNS or matching apps as personal information exchanges 

need to be carried out with a sense of self-responsibility. 

 

Step 3 Make an appointment 

The most common method is to make a direct telephone call to the workplace of the alumni. 

Remember they are on duty, so take care when calling not to cause inconvenience. In most 

cases, telephone numbers or e-mail addresses are not included in the Alumni List, so you need 

to refer to the company’s website for contact details. In general, when you call the company’s 

switchboard operator number (代表番号), you will be put through to the relevant division. 

 

Etiquette for making an appointment 

・Decide beforehand the dates and times you are available to meet the alumni 

・Prepare your questions, statement of purpose 

・Be ready to take notes 

・The onus is on you to call the alumni, even if they offered to call you 

・Avoid calling at the start or end of office hours and during lunchtime 

・State your name, requirement and how you found them 

・Express your gratitude for taking their time. 

 

Step 4 Meet the alumni  

■ Meeting in Person 

Arrive at the meeting place 10 minutes prior to the scheduled time. Express your gratitude for 

them taking time out of their busy schedule to meet you and explain the purpose of your visit 

and ask the questions you prepared. 

■ Online 

Enter the chat room on time when you receive an invitation from the company. Send an 

invitation to the company with plenty of time to spare. 

 

Step 5 Thank you letter to the alumni 

Send a thank you letter/note to the alumni you met by e-mail or letter as soon as possible after 

the visit. You should describe how the meeting was productive for you and express your 

heartfelt appreciation in the letter. 
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4-5 Recruitment Resources on MyWaseda 

Recruitment & Internship Information in JAPANESE via MyWaseda 

Job postings and internship information for Waseda students are on MyWaseda. 

Please read the following instructions. 

 

 

 

 

 

 

 

Log in to MyWaseda → Students Affairs→ 

Corporate Profiles and Job Postings 

 

 

Click 「求人票・企業を探す」to search for job 

postings and companies or  

「インターンシップを探す」to search internship 

information 

 

You can narrow down the requirements and 

search. 
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Recruitment & Internship Information in ENGLISH via MyWaseda 

We receive job descriptions in English from some companies that are planning to hire English 

speakers. Some of them don’t have a Japanese language requirement, however, the number is 

quite low. 

How to find job descriptions. 

 

 

 

 

 

 

  

Log in to MyWaseda → Students 

Affairs→ Career Resources 

 

 

You can also search for companies that 

have records of employing international 

students. 

 



4. Work To Be Done 

 

Job-Hunting Handbook 45 

 

 

 

 

 
 

 

 

 

 

  

Internship & Recruitment in English 

→ Recruitment Information 

 

 

Select English job offers in Japan or 

abroad 
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4-6 Japanese Rirekisyo and Entry Sheet 

What is a Rirekisyo? 

A rirekisyo is a formal document in which you enter your personal information including your 

education history and job history in order to introduce yourself. A Japanese rirekisyo is different 

from an English résumé. This rirekisyo is important as this will be used throughout the entire 

selection process. If a company requires your rirekisyo to be handwritten, you should do so. 

 

  Tips 

You may purchase a rirekisyo form with a Waseda University mark at Waseda University co-op 

shops, although it is not an official rirekisyo (we do not issue any “official” rirekisyo). You can 

submit rirekisyo in any format. 

 

 

 

 

 

What is an Entry Sheet? 

An entry sheet is a job application form. Corporations will review it and consider whether you are 

suitable for a position. The format of entry sheets vary depending on each company. Almost all 

companies require an applicant to submit an entry sheet at the initial screening stage. You will not 

be able to proceed to the next stage of a written test or interview if you fail to impress recruiters at 

this point. Many companies accept applications online these. 

 

Differences between Japanese Rirekisyo and English Résumé 

In a Japanese rirekisyo, you include personal information such as a photograph, age, gender, 

nationality, and marital status, whereas you do not include them in English résumé. In an English 

résumé, you tailor it to match the job position for which you are applying. In other words, you 

include only experiences/skills or educational background relevant to the job position in your 

English résumé. 

 

Checkpoints for Filling in a Rirekisyo/Entry Sheet 

1. Use black ink (do not use blue ink or an erasable ink pen). 

2. Do not use correcting fluid, tape. You need to rewrite the form from scratch if you make a 

mistake (especially when handwriting). 

3. Do not leave any blank columns (fill in all columns, and fill more than 90% of every space). 

4. Do not make up stories; tell your story in your own words. 

5. Write specifically and concretely. Avoid using vague terms such as "いろいろな経験"or "た

くさんの努力.” 

6. Read through what you written it over when you finish writing and check for misspellings or 

other mistakes, and confirm you have entered the submission date. 

Did you make a copy of your documents? (To proofread before interviews.) 
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How Do I Brush Up My Rirekisyo and Entry Sheet? 
You may book an individual consultation and Career Center staff will check and support your 

rirekisyo and entry sheet. The Career Center will help you with contents, but not grammar checks. 

A Japanese grammar check and sentence improvement can be done at the Center for Japanese 

Language.  

 

 

 

 

Preparation for Entry Sheet 

Recruiters use the entry sheet to evaluate which applicants are qualified for interviews. So take 

your time when filling in your entry sheet; do not fill it in at the last minute. Remember that your 

entry sheet will be referred to from the first stage of the screening process through to the final 

interview selection. 

 

Intention of Recruiters 

Recruiters look at the entry sheet to decide whether you are qualified to proceed to further 

selection. So you need to make your entry sheet an attractive one so that recruiters want you to 

come in for the next selection stage. As the entry sheet will be referred to throughout the entire 

selection process, ensure you make several copies and bring them with you to interviews. Again, 

do not make up stories. 

 

Frequently asked Questions and What Companies Look for 

Here are some frequently asked questions by recruiters. 

① 自己-PR (Self-PR or “self-promotion”) 

Self-promotion is an important part of the hiring process. Instead of describing your own 

personal strengths, you must relate them to how you can apply those strengths within the 

company by using past experiences as a reference. 

👉Points to check 

・Are your strong points relevant to the job (company)? 

・Does your episode match your appeal point? 

・Are you expressing other positive characteristics besides being an international student in 

Japan? 

・Are you describing yourself in a full, accurate manner?  

 

② Your Motivation to Join the Company 

If your reasons on interest in a particular company can be said about other companies within the 

same industry, companies will doubt your ambition to work at that company. Research 

information targeted specifically to that company and form strong connections to your skills and 

strengths. 

👉Points 

・Are you genuinely enthusiastic about working for the company? 

 

CJL 
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・Have you done extensive research on the company? 

・Do your interests match with the company’s interests? 

 

③ Reason You Want to Work in Japan 

Japanese companies will ask you why you come to Japan and why you want to work in Japan. 

You need to prepare to answer this question in a full manner. 

 

④ What did you focus on during your university life and what did you learn from it? 

“Gakuchika (学生時代に力を入れたこと)” in Japanese. 

The reason recruiters ask this question is that they want to know what motivated you to take the 

actions you took and how you think about things. They want to know your thought patterns so 

that they can know what to expect from you in terms of consistent thought patterns after joining 

their company. 

 

⑤ Other Questions 

As companies create their own entry sheets, these will vary. Check on websites what questions 

were asked in the past. Most of the questions in entry sheets may be found on the internet so 

that you can prepare for them in advance. 
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Sample Layout of a Rirekisyo 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Don’t forget to fill in the date. The 

date should be the submission or 

posting date. 

If the “ふりがな” is written in hiragana, 

then write furigana in hiragana. If it is 

written in カタカナ, then write in 

katakana. 

Write furigana only over kanji. 

If you have studied abroad, enter the 

names of the countries and schools 

where you studied. In principle, 

“studied abroad” means you studied 

abroad for a year or more. 

Leave a space to make it easier 

to read if the name of the 

school or university you went 

to is in English (written in 

romaji) Do not write it in 

katakana. 

Use a black ballpoint pen to fill in (not blue ink). 

Write your address clearly in 

descending order from prefecture to 

apartment name, as well as your 

room number. 

Check that there are no errors in the 

number, or typos in the email address. 

Start from the year of your high school 

graduation. 

 

List things that you have focused on in your studies. 

 

List things that you have focused on in your student life. 

List hobbies, specialties and qualifications. Write the full and 

proper names of any other qualifications, certificates, or 

licenses you have, including the date of acquisition. 

List what you intend to convey to the 

company. 

List your interests, experiences, and 

ambitions with respect to the 

company. 

Include your 

department and major. 

 

Photographs taken with a digital 

camera or smartphone are NOT 

acceptable. Write your name and 

university name on the back of your 

photo. 
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4-7 English Cover Letters and Resumes  

What is a Cover Letter? 

A cover letter is a self-introductory letter to a potential employer. In it, you need to describe how 

you match the job position and your motivation for the job. Along with the cover letter, a résumé 

can lead you to an interview. In principle, the cover letter should not exceed one page. 

 

In a cover letter, you should include: 

・State the job position you are applying for. 

・Say when/how you learned about the position. 

・Give the reason you are applying for the position, and how your background and your skills 

match it. 

・Include experiences such as studying abroad or studies that you did not list in your résumé (of 

course they should relevant to the position). 

・Politely request an interview. 

・Show your appreciation toward the recruiters for their time and consideration of your letter. 

・Close your letter with a handwritten signature. 
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< Cover Letter in English> 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

What is a Resume? 

A résumé is the first impression that a potential employer will have of you. Present your 

background and skills in a way that captures their attention by following the tips given in each of 

<Sample Layout of Cover Letter in English> 

Taro WASEDA 

1-24-1, Toyama, Shinjuku-Ku 

Tokyo 162-8644, JAPAN 

Tel: 03-3203-4332 

Email: iltkhrd@xoxo.waseda.jp 

 

September 1, 2021 

 

Personnel Division 

WASEDA University International Corporation 

Tokyo 169-0051, JAPAN 

 

Dear Madam/Sir (specific name or title, if known): 

 

I am writing to apply for a training management position advertised in the WASEDA Times on August 

15, 2021. I am very excited about the field of education, and would welcome the opportunity to bring 

my background to it as it appears to match your stated requirements. 

 

I am a student in the School of Education at WASEDA University, and as shown in the enclosed 

résumé, my academic career has enabled me to prepare for a career in management. My major is 

Education Psychology, and I also attended an internship program at XXX (company name) for one month 

last summer. During the internship program, I worked in the Training Department and gained experience 

in student management. I can apply with the position with full confidence because my major and 

experiences match the demands of WASEDA University International Corporation. 

 

Thank you very much for your consideration. Further details are included in the enclosed résumé, and  

I am looking forward to meeting you in person with respect to my interest in the position. 

 

 

Yours Sincerely, 

(Signature) 

 

Taro WASEDA 

 

Résumé enclosed 

 

mailto:iltkhrd@xoxo.waseda.jp
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the sections below. 

 

 

What do I Include in a Resume? 

Your personal information 

Includes name, address (permanent and temporary), telephone and e-mail. If you have an 

e-portfolio, professional blog or LinkedIn profile, you may choose to include that information as 

well. 

Objective  

Briefly stated position, industry and relevant skills. 

Education 

List your education history from the top down (reverse-chronological order). In this section 

include the schools you attended, graduation dates or attendance dates. 

Employment history 

EXCLUDE part-time jobs and internships. Include only when you have a full-time employment 

history to write about. 

Other relevant activities 

You may enter your internship experience here. 

Accomplishments 

List related coursework, scholarships, and honors. 

Qualifications/licenses 

List your Japanese language score/English score, any other licenses that are relevant to this job 

position. 

Professional affiliations 

List the names of organizations you joined (not student circles like affiliated academic societies). 

 

 

 

Tailor Your Resume 

You need to tailor your résumé every time you apply for a job position so that you make your 

résumé a more appealing and attractive one. 
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How do I Brush up My Resume and Cover Letter? 

You may book for an individual consultation, and career center staff can check and support your 

resume and cover letter. 

 

 

<Résumé in English> 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Taro WASEDA 

Email: iltkhrd@xoxo.waseda.jp 

1-24-1 Toyama, Shinjuku-Ku            Residence: 03-3203-4332 

Tokyo 162-8644, JAPAN                   Mobile: 81-070-XXXX-XXXX 

---------------------------------------------------------------------------------------------------------------------------------------------

- 

Objective  

I am seeking an opportunity to fill your training management position. As a dynamic and results-oriented 

student, I will be able to contribute to the productivity and profitability of the company 

(organization/establishment) in the long term. 

 

Education 

WASEDA University / Tokyo        April 2018 – Present 

School of Education (Major: Education Psychology) 

WASEDA SHIBUYA Senior High School/Singapore    April 2015 – March 2018 

 

Employment History (if any) 

 

Other Relevant Activities 

Internship (Training Department, XXX)      August 2019 – September 2019 

 

Accomplishments 

WASEDA University Full-Coverage Scholarship    June 2018 – Present 

WASEDA Entrepreneurial Business Design Contest   

- Awarded Silver Medal        May 2018 

Inter-High School Speech Contest in French     

- First Prize Winner         September 2017 

Inter-High School Water Polo Champions     November 2016 

 

Qualifications / Licenses  

Japanese Language Proficiency Test JLPT (N1)    July 2019 

TOEFL (iBT) – 118/ 120         January 2019 

English-French Interpretation & Translation Certification  December 2018 

Driver’s License          October 2017 

Taekwondo Black Belt         February 2016 

 

Professional Affiliations (if any) 

 

Interests/ Hobbies 

Depending on the nature of position for which you are applying, this segment can be omitted. 
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4-8 Business Manners 

Dress for Success 

Grooming and dressing are an important part of job-hunting activities. The purpose of dressing 

appropriately is to give recruiters a good impression of you being able to adjust your clothes and 

behavior in a way appropriate to being a member of society. 

The key words to dress for success are “clean and neat.” 

■ Male 

■■ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

■ Female 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Tie: Match your tie with your 

suit color. No neon or 

aggressive colors. 

Bag: A black or navy one. Find 

one that stands up (you put 

your bag by a chair in 

interviews). Polish your bag. 

No backpack. 

Suit: Color should be black, gray, or 

navy. No striped or patterned ones. 

Have the suit pressed. The bottom 

button should be left open. Wear a 

suit that fits properly. Watch: No highly expensive 

ones. Select a simple watch. 

Nails: Clean your nails. No long 

nails. 

Shirt: Basically, white shirt. 

Clean. No wrinkles. Buttoned 

up. 

Socks: Choose black or a dark 

color (no white socks). 

One-color socks are 

recommended. 

Shoes: Polish your shoes. 

Black or brown. No pointed-toe 

types. 

Others: No beard, no earrings.  

No colored contact lens. 

 

Haircut: No dyed hair. Front 

hair should not reach your 

eyes. Wash and comb your 

hair. 

Haircut: No dyed hair. Front 

hair should not reach your 

eyes. Tie your hair if it reaches 

your shoulders. 

Makeup: No aggressive or 

shiny colors. Put natural 

makeup on. 

Others: Better no earrings. No 

color contact lens, no eyelash 

extensions. 

Blouse: Clean. No wrinkles. 

White is recommended. 

Bag: A black or navy one. Find 

one that stands up (you put 

your bag by a chair in 

interviews). Polish your bag. 

No backpack. 

Suit: Color should be black, 

gray, or navy. No striped or 

patterned ones. Have the suit 

pressed. Wear a suit that fits 

properly. You may wear either 

skirt or trousers. No short. 

Watch: No highly expensive 

ones. Select a simple watch. 

Nails: Clean your nails. No long 

nails. 

Stockings: Choose ones that 

match the color of your skin. 

Shoes: Black ones. To prevent 

sore feet, get used to the shoes 

in advance. Mid-heel pumps 

are recommended. 
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4-9 Interview Preparations 

The Purpose of Interviews 

The interview in the recruitment test is the first scene in which a company encounters a student. It 

is also the place for applicants to determine if the company is suitable as the first step in a career, 

whether the applicant is a person who will be beneficial to the future of the company, or a person 

who is better suited to a fellow company. Even though it only lasts a short time, it is a very 

important scene in which to get to know each other. 

 

 

Interview Flow (From reception to leaving the room) 

 

 

 

If you are wearing a coat, take it off before entering the building. When 

you present yourself at the reception desk, give your name, university, 

faculty and say that you have come for an interview. 

 

  

 

 

 

Do not talk loudly in the waiting room. Take your time to review your 

entry sheet and/or résumé for the interview. 

  

 ・Knock on the door three times and wait for a response. 

・Open the door silently and say “失礼します” to the interviewer and  

bow (if you are the last interviewee, close the door).  

・Stand beside the seat. 

  

 State your name, university name, faculty name. 

 

 

 

 

Bow again. 

  

 ・If the interviewer says “どうぞ,” say “失礼いたします” and you may 

sit. If you have a bag, put it beside the seat before saying your name 

again. 

・Maintain good posture. Do not lean back in the seat. 

 

  

 ・When the interview ends, stand up by the seat and say “ありがとうご

ざいました” and bow (with a smile). Then proceed to the door, turn 

around and say “失礼します,” bow again and then step out the room 

and close the door silently.  

・Be careful not to speak loudly until you leave the building.  

・Do not smoke, and be sure to say “thank you “ to the receptionist. 

 

 

① Reception 

② Waiting 

room 

③ Entering room 

④ 

Self-introduction 

⑤ Sitting down 

⑥ Leaving room 

「私、早稲田大学△△学部からまいりました  

□□□□と申します。 

どうぞよろしくお願いいたします」 
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Interview Manners 

Before the interview 

・Check the interview location and time and how to get there (by train, bus, or on foot) 

prior to the interview day. 

・Check what to bring on the interview date. Make sure to bring a copy of your rirekisyo 

and entry sheets for reviewing. 

・DON'T BE LATE. If you are going to be late, make a contact with the human resources 

department immediately and tell them the reason for the delay and the estimated time 

of arrival. 

 

During the interview 

・Speak clearly and make sure you greet everyone.  

・Do not lean back in the chair 

・Look the interviewer in the eye when you talk and answer questions. Keep in mind that 

you need to communicate with the interviewers, not just recite what you have 

memorized when answering. 

 

 

 

 

 

 

After the interview 

・Make sure not to talk loudly. Do go for a smoke immediately after the interview. 

・Put on your coat (if you have one) after leaving the company’s building. Until then you 

need to carry your coat. 
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Interview Types 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 Individual interview 

The most common style of interview. You may be 

asked for your self-promotion, the motivation for 

working in the company, and about yourself. Prepare 

well. 

 

 

 Group interview 

In a group interview, multiple students are asked the 

same questions and are required to answer one by one.  

The purpose of this interview style is to compare 

students. Focus on the questions, and do not get a 

negative influence from other candidates. A good 

listening attitude when others are talking is important. 

 Group discussion 

A group discussion is a discussion about a topic or 

theme that summarizes the final conclusions of the 

group. The main points are “personality” as a working 

person, such as coordination, leadership, and 

communication ability; and “personal ability” such as 

logicality and knowledge. Companies are looking for 

people who want to work together through their 

performance in group discussions. 

 

  Tips: 

・Clarify the purpose of the discussion. 

・Define your own role within the group. (Look around and respond flexibly.) 

・Listen carefully to other people's stories, and develop your own thoughts and 

opinions, then state them firmly. 

・Try to speak using bright and polite language. 

・Speak to people who are not speaking in the group. 

・Share the knowledge you have with the group. 

・"Enjoy!" 
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 Presentation 

Each student will present her/his opinion or plan in 

front of the interviewer on the theme (notified in 

advance or on the day). Problem awareness, logical 

thinking, knowledge and expressiveness are required. 

Online interview 

 

The content is the same as a personal 

interview. The difference is that you 

need to position yourself in a quiet 

place (generally at home). 

 

 

Dress code 

Even though at home, it's an interview. Be sure to wear a suit and take care about 

your appearance. 
 

Background 

Check the background shown on camera. It's not good if it's messy or weird 

posters are stuck on the wall. Clean up the room and sit facing the interview. 
 

Lighting 

If the room is dark. Make sure you have adequate lighting and check in advance 

that your face is clearly visible. 
 

Sound 

Make sure the volume of the microphone is appropriate. Make sure there are no 

external sounds being picked up by the microphone, and if something is amiss, 

take measures such as soundproofing and muting, or change location. If you have 

a family, explain in advance that you will have an online interview and ask for 

your cooperation during that time. 
 

Camera 

Adjust the position of the camera so that you can see your face properly. Be sure 

to look at the camera, as it is easy to look at the computer screen. If you look at 

the screen, your eyes will look downward, and you may not be able to see the line 

of sight with the interviewer, which may give a bad impression. Please be careful. 
 

Others 

Be sure to turn off your mobile phone before an interview. Be careful not to relax 

too much because you are at home. 
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Interview Questions That Will Be Asked 

The interviewer will ask you various questions to evaluate your suitability for the company, or the 

job position. In order to answer those questions, you need to prepare well beforehand. 

Self-analysis and company research are important factors for preparation. 

 

■ Sample Questions 

・ Why did you decide to come to Japan? 

・Why did you choose our company? 

・Tell us about yourself (自己 PR) 

・Tell me your strengths and weaknesses. 

・What did you focus on the most during your university time? 

・What are the most difficult thing to overcome during your lifetime? How did you get over it  

and what did you learn from it? 

・Tell me about recent news that interested you the most? 

・Tell me about yourself in 10 years’ time. 

・What work do you want to do after entering our company? 

 

   Tips 

・Check whether you can answer all of the questions effectively (meaning that you are able to 

make yourself sound appealing by answering the questions). 

・Mock interview practice is a must-do! 

 Reserve an individual consultation at the Career Center to improve your interview skills. 

 (☞P. 3) 

 

Interview Questions That You May Ask (逆質問) 

In interviews, recruiters require you to ask questions of them. This is a good opportunity to learn 

about the company and to demonstrate your interest to the recruiters. Prepare at least three to five 

questions. 

 

■ Company research is important! 

In order to ask questions, you need to research the company (do not ask questions on the 

company’s website. This would reveal that you did not prepare well and shows a lack of 

appropiate interest in the company). You can show how well you've done your homework by 

asking questions that emphasize the content you've learned about the organization. For example, 

"I've read that your organization is expanding service offerings. Would this be an opportunity I 

could assist with?" 

 

Questions You May Ask of All Companies 

・What is your most recent achievement in your current work? 

・How would you describe your team? 

・How has your image of your company changed since joining the company? 

・How would you describe a typical day at work? 

・What are the things you like least/most about working there? 
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4-10 Sample of E-mail Communicating with a Company 

E-mail is one of most common communication tools—not only during job hunting but also in the 

real business world. Since there are unique, but really important manners, when it comes to 

writing e-mails in Japan, use the guidelines and samples below to ensure that your messages are 

written in a professional manner. 

 

Points to Note When Writing E-mails 

・Make the subject clear and use a simple title so that recipients can easily differentiate your 

message from a significant volume of other e-mails. 

・Separate the contents into paragraphs to make sure it can be read easily. 

  (e.g. self-introduction – main point – background – closing). 

・Make sure that there are no typos or missing characters. Check everything before you send 

it. 

・It is preferable not to use a free e-mail service, but to use waseda-mail or one from an e-mail 

provider to avoid your message being filtered into spam-mail folder. 

・Check your e-mail box frequently so as not to miss important message from companies, 

respond immediately to all e-mails received. 

・Respond ALL including CC (Carbon Copy) , unless it is a personal interaction. 

 

 

Samples of E-mails:  

① Requesting a Company to Send Information 

 

 

  

Recipient name and affiliated department 

Simple and clear subject 

Start the message with a self-introduction 

Write the main points of the message in a 
simple manner. 

Put a signature at the end of the e-mail 
with your name, school and contact 
information. 
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② Requesting a Company to Introduce Alumni (OB/OG) Employees 

 
 

③  Requesting for a rescheduling of the interview 

 

 

 

  

If you do not know the name of the person 
in charge, write “御中 (On-chu)” after the 
department name instead of “様.” 

Indicate a specific date and time 
to which you would like to 
change the schedule, as an 
example. 



4. Work To Be Done 

 

Job-Hunting Handbook 63 

 

4-11 Written Test・Online Test・Test Center 

■ Written & Online Test  

Name Details 

SPI 

Synthetic 

Personality 

Inventory 

This is the most common test. It evaluates your personality and intellectual 

ability from both verbal and non-verbal aspects. 

Tamatebako The is one of the most common online tests adopted by various industries. 

It tests both your ability and personality, including back calculation, 

summarization, and English comprehension. 

GAB 

Graduate 

Aptitude Test 

Battery 

This tests your intellectual ability and personality, and is commonly used 

by trading companies, securities firms, consulting firms, and think tanks. 

The test includes calculation and languages. 

CAB 

Computer 

Aptitude Test 

Battery 

Commonly used in the IT sector. CAB defines the abilities required of a 

system engineer and programmer from both intellectual and personality 

aspects. The test includes mental arithmetic, regularity, an instruction table, 

and decoding. 

SCOA Based on the SPI, the test includes English and general knowledge, as well 

as chemistry, geography and history. Recently, major corporations often 

use the test. 

Kraepelin The test diagnoses your personality and aptitude by analyzing the change of 

your workload per minute. It is commonly used in transportation, 

construction, education and the civil service. 

TG-WEB The test is said to be one of the most difficult online tests. It is 

characterized by the high proportion of questions of language/calculation 

and a variety of personality diagnosis. 

 

■ Test Center 

A test center is the venue for taking the recruitment test, and they are set up in many major cities 

in Japan. Applicants are required to visit the designated venues and take the test (contents are like 

SPI) by computer. Every question has a time limit. When the time runs out, you are forced to go 

on to the next question, regardless of whether you answer the previous question or not. Once you 

take the test, you can submit the test result to all other companies to which you are applying when 

asked to. However, the test score will not be revealed to you. 
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There are several things that you need to do after you have received a job offer. If you receive 

multiple job offers, you will have to consider which company you should join. In order to make a 

sound decision, think about how you want to work, how you can contribute to the company and 

what you wish to achieve in life. 

 

5-1 After Receiving a Job Offer 

In most cases, you will be informed of a job offer by phone or e-mail. At this point, the offer is 

considered to be “semi-formal (内々定, nainaitei).” It is not until you receive an official job offer 

slip for the company’s job offer confirmation ceremony—which will take place on or after 

October 1 of your final year—that the job offer is considered to be “formal (内定, naitei).” 

 

Once you receive a job offer from the company of your first choice and you do decide to officially 

accept the offer, please contact immediately the other companies to which you have submitted 

your application or which scheduled an interview for you, and notify that you will withdraw from 

the screening process. 

 

Avoid the following: 

1. Failing to submit the signed job-offer agreement to the company by the stipulated deadline. 

2. Ignoring the company (not answering e-mails or phone calls, not responding to letters), 

without any notification of rejecting the job offer. 

 

These are acts of irresponsibility. It is dishonesty toward the company, and, what is more, it will 

inadvertently affect the job-seeking activities of other Waseda University students. 

 

The University has requested companies to keep to the job-seeking schedule (selection from June 

and formal job offer from October) and not to restrict students from job seeking under the 

semi-formal job offer before October 1st. In reality, many companies begin their selection earlier 

and issue informal job offers. Sometimes, you may be asked to submit an employment agreement 

form（入社誓約書・承諾書）. Even after the submission of the form, you can continue job seeking, 

if the company is not your first choice. You are not obligated to work for the company to which 

you have submitted the form. 

 

👉 Points in visa screening  

Once you receive the official job offer（内定通知）and submit an employment agreement form 

 (入社誓約書）, a labor contract is concluded between the company and you. If you are a new 

employee, the contract means that you will start work at the company on April 1st, or on another 

date, after graduating from the University. 

It is still possible for you to turn down the formal job offer after concluding the labor contract. To 

terminate the contract, two-week prior notice is required by law. You have the right to choose the 

most suitable job. Companies cannot refuse your decision. 
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5-2 Be Sincere When Turning Down an Offer 

A job offer to a student is a de facto agreement that a company will regard the student as an 

employee after her/his graduation. Be sincere in your dealings at all times and pay close attention 

to the following points. 

・Make sure you turn down companies in a polite way. With courtesy and trustworthiness, 

express your gratitude for the offer and apologize for your decision to decline it. 

・Start with a phone call to the relevant person since he/she might not notice if an e-mail from 

you is automatically sent to her/his spam folder. 

 

■ If you are in trouble with a job offer... 

Don't hesitate to contact the Career Center.  

Email: career@list.waseda.jp 

You can also consult with Tokyo Labor Consultation Center. All consultation services are 

available free of charge, and confidentiality concerning consultation will be strictly kept. For more 

details, check here. 

 

 

 

 

 

5-3 Career Path Determination Report  

Once you have accepted a job offer, or plan to proceed to a graduate school, or remain undecided 

even upon graduation, please update your graduation record on MyWaseda before you graduate. 

To learn more about the updating process, please refer to the Career Compass (Career Path 

Determination Report). 

 

For students who have received official job offers as full-time employees, the Career Center 

would greatly appreciate it if you could share your job-seeking experiences when you update your 

graduation records. We may also invite you to speak about your experiences at our seminars and 

workshops. 

 

 

5-4 Transcripts & Certificate of Expected Graduation 

When you accept a job offer from a company, you may be asked to submit a transcript and a 

certificate of expected graduation. You may be able to obtain them from vending machines on 

campus, however, you need to confirm the available issuing date with your school office 

beforehand. 

 

  

file:///C:/Users/0000A02104/Downloads/ハンドブック/career@list.waseda.jp


5. Determining Your Career Choice 

 

Job-Hunting Handbook 68 

 

5-5 Certificate of Medical Examination 

A certificate of medical examination will be issued to a student after they take a medical 

examination at the beginning of each academic year. Students will have to pay for medical 

examinations at hospitals and clinics outside the University. Time will be needed for the certificate 

to be issued. Students who are not preparing for job seeking are also encouraged to take the 

medical examination.  

 

The medical examination will focus on seven categories: Height, weight, eyesight, blood pressure, 

urinalysis, X-ray, and general observation. Should you need other analysis, please consult the 

Health Support Center. The certificates can be obtained from automated machines on the various 

campuses. The medical examination will be held in April/September, and the certificate will be 

issued from early June. For more details, please contact the Health Support Center. 

 

 

5-6 Advising New Job Seekers 

For full-time students who have received official job offers, the Career Center would greatly 

appreciate if you could contribute to the following: 

・Sharing your job-hunting experiences with our junior students by writing a career report for our 

publications such as “Job-Hunting Handbook” and “Design Your Future Guidebook.” 

・Joining us in some of our seminars, to speak directly with new job seekers. 

・Be a student career adviser (volunteer to give advice for new job seekers at the Career Center) 

 

Please e-mail (career@list.waseda.jp) us if you are willing to contribute to new job seekers! 
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6-1 Internship Programs for Waseda Students 

General Information 

Internship is vital to a well-rounded tertiary education. The Career Center aims to provide 

internship opportunities for our students to learn on-the-job, before they step foot into society. 

Through these hands-on and practical activities, the Career Center hopes that the students will be 

further motivated in their studies, become even more focused in their quest for knowledge and 

problem-solving skills, and take this opportunity to plan for their future. 

Since there are large variety of terms, contents, and intentions on the part of companies offering 

internships in Japan recently, it is quite important for you to have a clear purpose for participation 

before searching for programs to make your experience more fruitful. 

 

Types of Internships in Japan 

Purpose 

Could be a good chance to rethink  

what “work” means to you 

Able to know how well  

you can use your skills in business 

Help visualize your image  

toward the company more clearly 

Make connections 

with people/company 

 

Period Intention of 

company 

Style Your purpose of participation/Notes 

1 or 2 

days 

PR 

＋recruiting 

・Essentially NOT an internship, but a 

company information session plus 

workshops and/or gatherings with 

employees 

・Companies explain their attractive 

points only. Collect information that you 

want to know. Make connections with 

employees. 

About 

5 days 

 ・Able to experience real work 

・Many varieties—from experience style 

to project planning style. 

・Utilize this chance to know about 

companies’ characteristics and business 

contents. 

Middle

- long 

Job 

experience 

+recruiting 

・Able to experience “real work” 

・Able to understand the company as a 

whole (not only the place you intern) 

・Consider in depth the advantage that you 

can get from the internship and time that 

you consume by participating in it. 

 

 

 

 Note 

Most internship programs are expected to be conducted online in 2020-2021 in response to 

COVID-19. 
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Internships at Waseda 

The Career Center offers various internship programs for Waseda students. The internship 

programs are classified as follows: 

 

1. IN internships* 

2. Affiliated internships* 

3. Internships for international students 

4. Overseas internships 

5. Internships on your own 

*Programs require Japanese language proficiency. 

 

See here for more details on each program: 

 

 

 

 

 Note 

Some programs are temporarily suspended due to COVID-19 (as of September 2020). 

 

 

 

Internships for International Students 

The Career Center offers some affiliated program periodically for international students. 

 

① Internships Requiring only English Language Skills: 

・ERIA-WASEDA Internship 

・IDB-WASEDA Internship
*
 

・IDB Invest-WASEDA Internship
*
 

・OECD-WASEDA Internship 

・UNESCO Bangkok-WASEDA Internship 

*Must hold Japanese citizenship 

 

② Internships for International Students with at least JLPT N2 or Relevant Level of 

Japanese 

<communication skill> 

・Tokyo Employment Service Center for Foreigners  

 (東京外国人雇用サービスセンターインターンシップ) 

・Kanagawa-ken Employer’s Association  

 (神奈川県経営者協会留学生インターンシップ) 
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Internships on Your Own 

Students can find internship opportunities other than programs provided by the University on their 

own. Internships in Japan are, for the most part, aimed at third-year undergraduates and are 

offered during the summer months. In recent years, internships that are offered in the spring to 

first and second-year students are also on the increase. There are also instances of internships that 

are offered throughout the year. 

 

 

General flow of internship application: 

Usually, students are required to submit an entry sheet (ES) or résumé (CV) and sometime pass 

several selection steps for participation. 

 

 

 

 

 

 

 

 

 

 

 

Internship Resources on MyWaseda 

Students can search for internship opportunities provided by companies both in English and in 

Japanese via MyWaseda. 

 

① Search for Internships in English 

 

 

  

Log in to MyWaseda → Students 

Affairs → Career Resources 

 

 

Submit ES / CV 
Written Test /  

Online Test 

・Group Discussion 

・Group Work 

・Interview 
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② Search for Internships in English 

Refer to “4-5. Recruitment & Internship Information in JAPANESE via MyWaseda” 

(☞P. 43). 

 

 

  

Internship & Recruitment in 

English → Internship 

Information 
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6-2 Credit Transfer 

Students can earn credits when they participate in an internship, even one for which they applied 

on their own. The internship must be a program where you perform actual work for at least 15 

working days. You must complete prior application, submit all required materials, attend 

designated seminars (or view them on Course N@vi), and participate in an evaluation interview. 

The awarding of credits is subject to an evaluation by an academic staff member. 

 

Detailed Information and Application Forms  The Career Center Website: 

 

 

 

 

 

 

Subject Outlines 

Credits accrued: 2 

1. The internship credits will be accrued in the following semester, NOT in the semester in 

which the internship takes place.  

2. Whether the course credit(s) will count toward graduation requirements or not, and the 

procedures depend on each school. It is the personal responsibility of the applicant to 

double-check with the faculty administrative office. 

 

This course is offered by the Global Education Center. It is applicable to all students (full-time 

undergraduate and graduate students) who participate in private internships and apply for credit 

transfer BEFORE the start of the internship. It is available in the spring or fall semester. 

 

Once the applicants submit the Internship Credit Transfer Application Form and all relevant 

documents to the Career Center, they will be enrolled automatically in the Internship Training 

Course. 

 

 

Details of Programs 

All internships must fulfill the following requirements: 

1. 15 Working Days 

2. 7 Hours Per Day 

3. Fulfill at Least 105 Working Hours 

The internship must contribute to the betterment of the applicant’s education. The intern must be 

accompanied by a supervisor from the internship organization. It is NOT a part-time job. 

The Career Center will examine all the documents submitted by the prospective intern, including 

the outlines of the internship, and may conduct interviews when considered necessary. 

 

  

Career Center Website 
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Procedures of Credit Transfer 

Before Internship 

① Grading sheet 

Please check with the internship supervisor on her/his intention whether she/he can fill out the 

Grading Sheet AFTER you complete the internship, BEFORE you submit your internship 

application to the Career Centre. Please note that submission of the Grading Sheet is 

mandatory for all internship credit transfer applications. 

 

② Documents to submit 

All required documents must be submitted at least ONE week before the internship starts. If 

the internship falls during the summer/winter vacation or prolonged national holidays when 

school is closed, please submit them FOUR weeks in advance. NO internship credit 

transfer application will be accepted AFTER the internship has started. 

 

1. Internship Credit Transfer Application Form 

2. Plan Report 

3. Pledge (Waiver Form) 

4. Detailed Plan of the Internship Program from the Hosting Organization 

 

③ Designated Seminars 

All applicants must attend the Manner and Risk Management Seminars organized by the 

Career Center. If you fail to do so, please view the DVD recordings at the Career Center or 

from Course N@vi and submit the reports BEFORE the internship starts. 

 

Internship Participation 

Please keep daily records for FIFTEEN days, the required period for internship credit transfer. 

If an applicant should proceed beyond the 15th day, he/she should keep a record once a week 

from the 16th day. 

 

After Internship 

Please keep daily records for FIFTEEN days, the required period for internship credit transfer. 

If an applicant should proceed beyond the 15th day, he/she should keep record once a week 

from the 16th day. 

① Grading sheet 

Please request the supervisor to mail the Grading Sheet directly to the Career Center. 

② Documents to submit 

Please submit all the required documents once the term of internship ends. In principle, all 

documents must be submitted within ONE week after the internship ends. Should the 

documents submitted be incomplete, inaccurate and/ or found to be fraudulent, the internship 

credit will not be accrued. 

 

1. Final Report 

2. Daily Records for at least 15 Days 
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③ Designated Seminar 

All applicants must attend the Follow-Up Seminar or view it on Course N@vi. 

*As this is in Japanese only, students who are taking part in the internship in English will be 

exempted. 

 

④ Interview 

An interview will be conducted by the faculty-in-charge and the Career Center after the 

internship ends. 
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7-1 Career Path after Graduation of  
                   International Students 2019 

 

Definition of International Students  

Waseda University undergraduate and graduate students with college student visa  

 

12,483 undergraduates and graduates who graduated in September 2019 and March 2020 

1,378 
international undergraduates and graduates who graduated in September 2019 and 

March 2020 (11% of all graduates) 

1,323 
international undergraduates and graduates who submitted graduation record 

(Valid response ratio: 96%) 

 

All Undergraduate and Graduate Students 

 

 

  

Work in Japan 
29% 

Work Overseas 

  13% Further Studies 22% 

Preparation for Test  

& Certification 2% 

Part-time Job 1% 

Others 2% 

Undecided 6% 

Job Hunting  

in Progress 25% 
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Undergraduate Students 

 

Graduate Students 

 

Consideration of figures 

・[As a whole] About 42% of students start working after graduation, while about 25% are still 

searching for jobs. Another 22% go on to further studies. 

・[Undergraduates] About 34% start working; 40% go on to higher education. 

・[Graduates] About 75% of students start working and/or seeking jobs; 13% go on to further 

studies. Rate of Work Overseas is higher than that of undergraduates. 

  

Work in Japan 28% 

Work Overseas 

    6% 
Further Studies 40% 

Job Hunting  
in Progress 18% 

Preparation for Test  

& Certification 1% 

Part-time Job 

    1% 

Others 1% 

Undecided 6% 

Work in Japan 30% 
Job Hunting  

in Progress 28% 

Work Overseas 

    17% 

Preparation for Test  

& Certification 2% 

Part-time Job 1% 

Others 3% 

Undecided 7% 

Further Studies 14% 
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Top 5 companies that hired Waseda International Students the most in 2019 (From reported 

numbers) 

1 Accenture Japan Ltd. 

2 IBM Japan, Ltd. 

3 ABeam Consulting Ltd. 

4 Mizuho Financial Group, Inc. 

5 FUJITSU LIMITED 

 

List of major Japanese companies that hired Waseda International Student(s) in 2019 

(alphabetical order) 

ABeam Consulting Ltd. NEC Solution Innovators, Ltd. 

Accenture Japan Ltd. Nippon Life Insurance Company 

Amazon Overseas Holdings, Inc. Nissan Motor Co., Ltd. 

British American Tobacco Japan, Ltd. Nitori Holdings Co., Ltd. 

Deloitte Tohmatsu Consulting LLC Nomura Research Institute, Ltd. 

Deloitte Tohmatsu Financial Advisory LLC Panasonic Corporation 

Deloitte Touche Tohmatsu LLC PricewaterhouseCoopers Aarata LLC 

DENSO Corporation PwC Consulting LLC 

EY Advisory & Consulting Co., Ltd.  Rakuten, Inc. 

FUJI SOFT INCORPORATED Renesas Electronics Corporation 

Fujitsu Limited SEIKO EPSON CORPORATION 

HITACHI, Ltd. Shiseido Company, Limited 

Honda Motor Co., Ltd. Simplex Inc. 

IBM Japan Digital Services Company SoftBank Corp. 

INFORMATION DEVELOPMENT  

CO., LTD. 

Sumitomo Mitsui Banking Corporation 

International Business Machines Corporation Sumitomo Mitsui Trust Bank, Limited 

Micron Memory Japan, G.K. TAISEI CORPORATION 

MISUMI Group Inc. Tata Consultancy Services 

Mitsubishi Electric Corporation TECMO KOEI HOLDINGS CO., LTD. 

Mitsubishi Fuso Truck and Bus Corporation transcosmos inc. 

Mizuho Financial Group, Inc. WEATHERNEWS INC. 

NEC Corporation Works Applications Co., Ltd. 
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7-2 My Job-Hunting Experience in Japan 
 

～Case Study A～ 

 

 

 

Reasons for Working in Japan 

The reasons for working in Japan are simple. Better job-hunting opportunities as a university 

undergrad where you can choose the right career after graduation. Another reason is access to 

information. It is easier to get the necessary information and support in job hunting than doing job 

hunting outside Japan. 

 

Job-Hunting Period 

My job hunting was much longer compared to other Japanese and international students. I started 

my pre-job-hunting in February 2020 (first semester of 3rd year) by doing internships at various 

companies. The official job hunting began in October 2019 and finished in April 2020. It is crucial 

for international students to prepare job hunting (or at least be aware of job hunting) in advance 

because international students have language & information barrier which Japanese students do not 

have.  

 

Industries & Corporations Approached 

Total of 14 companies in consulting, IT, and manufacturing industries. Regardless of the industry, all 

the companies were future-oriented companies that are leading the 4th Industrial Revolution. Please 

have clear criteria (or reasoning) in selecting companies. You will be asked why by the company 

multiple times. 

 

Methods of Job Hunting 

My core strategy in job hunting was "focusing." Once you start job hunting, you will see and hear 

other students applying to more than a hundred companies. But this usually works only for Japanese 

students who have no problem writing dozens of entry sheets and preparing multiple interviews in a 

single day. As an international student, it is better to narrow down the industries and companies to 

enhance your chance of success. But feel free to apply to other "unnecessary" companies for 

practice. 

 

Challenges Faced 

The biggest challenge was the language, of course. For most companies, the entire process of job 

hunting (company orientation, document screening, and interviews) will be conducted in Japanese. 

The Japanese language is the most important factor in document screening. Leading companies 

require foreigners to have JLPT N1 as a prerequisite. I strongly recommend that everyone acquire 

N1 one year before job hunting to prepare for the entry sheet, SPI test, and the interviews. As for the 

entry sheet, it is vital to articulate a native level of Japanese because the screeners easily catch the 

flaws in Japanese. The next is the interview. Although you can expect some "Gaijin Premium" in the 

interviews, you must show confidence and deliver your thoughts to the interviewers efficiently in 

Japanese. 

Bachelor’s Degree Program, South Korea 

Will graduate in September 2020, and will start working in the 

field of semiconductor manufacturing 
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Message to Potential Job Seekers 

Let me remind you of and add essential points in job hunting. 

First, please study Japanese in advance, so that you can focus on job hunting itself. 

Second, know your strengths and be confident of them. Provided that you can speak Japanese at 

business level, your unique experience and foreign-language ability are comparative advantages you 

have over Japanese students. 

Third, know your interests. Do you want to work in a Japanese company or a foreign company? In 

what kind of industry do you want to work? And why? Which traits and characteristics do you have 

that match with that specific industry? You must have a well-constructed answer to these questions. 

Having a clear standard will also help you manage your time and energy in job hunting and deliver a 

sincere image during the interviews.  

Fourth, join club activities or any kind of organization. Japanese companies put a significant 

emphasis on an applicant's organizational skills. To be honest, they don't care much about GPA. This 

does not mean a high GPA is meaningless. But they prefer an individual who can adapt to the 

organization to a lonely scholar. 

Last, make Japanese friends, and work together with them. It is technically impossible for foreigners 

to write a flawless entry sheet and to speak native level Japanese in the interview. Ask your Japanese 

friends for advice and corrections. Practice interviews with them. This is the once in a lifetime 

event. So don't be shy. 

 

 

 

👉Point 

You can read other job-hunting experiences by Waseda University alumni on MyWaseda. Please 

refer to Career Compass（就職活動体験記）. Some of them are written in English. 

 

Log in to MyWaseda → Student Affair → Career Compass → Stories About Job 

Hunting 

 

 

 

 

 

 

 

 

 

 

 

 

※Enter the ID and the PW described here. 
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～Case Study B～ 

 

 

 

 

Reasons for Working in Japan 

There are two reasons I decided to work in Japan. First, given that I have living experiences in the 

United States, Japan and my home country, Taiwan; I would like to be in a position that can connect 

the East and the West through my work. Also, my Asian identity is very important to me, I thought 

Japan would be a perfect place for me to realize my dream because of the country’s diversity, 

uniqueness and globalization. Second, I didn’t come to Japan until college, so I would like to have a 

full experience of living in Japan not only as a student but also as a working person. 

 

Your Job-Hunting Period 

Late-October 2019 to beginning of July 2020. 

I started job hunting in the first semester of my senior year. Compared to Japanese students, I’m not 

familiar with the job-hunting process in Japan, so I started the journey with doing company and 

industry research by attending job-hunting support seminars, company information sessions and 

applying just to see whether I fit the industry/company. I got my first offer at the Tokyo Winter 

Career Forum in December. However, given that I had just started job hunting at that time, I decided 

to continue job hunting. April and May became the busiest time of my job-hunting journey. 

Originally, I planned to finish job hunting around May, but because of the COVID-19 pandemic, the 

recruitment schedule was delayed for most companies, I didn’t start hearing good news from 

companies until late-June. Finally, I received five offers in total, one from the winter career forum 

and four around late June and early July. 

 

Industries & Corporations Approached 

I didn’t limit my option to a certain industry. The five offers I got are very diverse in terms of the 

industry and company size. Those five companies are a venture IT company, a venture-size 

company in the catering industry, a midsize Japanese PR company, a foreign (U.S.) real estate 

service company, and a Japanese big corporation in real estate development. 

 

 

Methods of Job Hunting 

There are two special traits of my job-hunting experience. First, I attended several career forums and 

joint briefing sessions. I would encourage people to do so because they are very efficient in terms of 

the speed of interviews and the ability to attend many information sessions in a short period of time 

while you are still doing research. Second, as a foreigner doing job hunting in Japan, there are 

several career agencies that provide services especially for international students. I’ve used their 

services and I would also recommend them to fellow international students because they often have 

offer requests from companies that have positions for foreigners. Also, they provide extra support 

for your preparations. 

 

 

 

Bachelor’s Degree Program, Taiwan 

Will graduate in September 2020, and will start working in the 

field of real estate development 
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Challenges Faced 

Job hunting in Japan as a non-Japanese native is very challenging in many ways. The first challenge 

I faced is the use of Japanese language. Before job hunting, I’d never use Japanese on such a 

frequent basis. However, throughout the journey, I’ve came to get used to using the language and 

become more confident in using the language. By attending and asking questions during the 

information sessions, participating in group discussions as a part of the screening process and by 

doing interviews, my Japanese language ability has improved a lot. Another challenge I faced is how 

to adjust my mindset when receiving rejection letters (worse case for me was three rejection letters 

in a week). It’s good if you have friends that are job hunting with so you can talk about it with them. 

 

Importance of Japanese Language 

If you choose to do the “traditional” job hunting in Japan like I did, I would say Japanese ability is 

very important. I definitely got rejected by some companies because of insufficient language ability. 

However, in my opinion, instead of trying to speak “perfect” Japanese using all the correct keigo 

(honorific words), I think the willingness and desire to communicate is more important. In that 

sense, as long as your Japanese is communicative with no major problems, you will be able to 

succeed in job hunting in Japan. You will find companies that appreciate your effort of trying and 

learning the language in such a short time. There are also may ways to look for a job in Japan 

besides the “traditional” way. Some of them don’t require such a high level of Japanese, so don’t let 

language become a barrier if you want to work here. 

 

Message to Potential Job Seekers 

Two pieces of advices I would like to give to potential job seekers are the importance of 

self-analysis and don’t be discourage. First, it is very important to do self-analysis to understand 

yourself and whether you can image yourself working in the company. It is also important to reflect 

on incidents that happened during the job-hunting process. This not only is helpful for job hunting 

but for personal growth as well. Secondly, as I mentioned before, be prepared to get rejected by 

many companies during the process; however, don’t be discouraged. Eventually, you will find a 

company that wants you and fits you. Good luck! 
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7-3 Caution 
 

■  You must watch out for the following types of companies and organizations and 

situations. 

・There are too many estimated new staff, given the scale and functions of the company 

・Compared to other companies in the same industry, the period of giving notification of a job 

offer is extremely early. As preconditions of a job offer, forcefully requiring the applicant to 

work as a part-timer (under the name of “training” or “internship”) at the company, restricting 

time for attending classes, or interfering with student life 

・Terms of employment, such as pay, vacation, job type, and location, are not clearly specified 

・Coaxing potential applicants to apply for the job with misleading or false information 

・Conducting interviews that can be regarded as sexual harassment and/or calling the applicants in 

at odd times and to inappropriate locations 

・Unilaterally rescinding a job offer without any proper explanation 

・Exceptionally high first paycheck 

・Too much commission-based pay (uncertain allowances) and too little fixed pay 

・Discriminating against the applicant based on alma mater, gender, faith (religion), sexual 

orientation and job types of immediate family members 

・Terms of employment in the job information greatly differ from that in the actual workplace, 

according to currently employed alumni 

・Due to too-rapid growth, various in-house systems are not well organized 

・ After receiving notification of a job offer, contact with the company is 

disrupted/discontinued/lost 

・In group/mass recruitment, assignment of staff remains uncertain even after employment 

 

 

■ Watch Out for Off-Campus Recruitment Support Service Providers. 

There are some unscrupulous recruitment support service providers who make a profit by taking 

advantage of student job seekers’ sense of anxiety and unfamiliarity with the job market. They 

will organize seminars and various talks and charge you outrageous prices, when all of them are 

available free-of-charge at your University Career Center. Before you pay for overpriced seminars, 

you are advised strongly to confirm in advance whether those seminars are appropriate. They will 

also use direct mail, e-mail or call you directly. Also, they will linger around interview venues or 

even on university campuses and approach you for personal details. The Career Center does not 

tolerate any form of such sales activities by these providers. Should you witness any suspicious 

person(s) near the Career Center or on campus, please kindly contact us. 
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8-1 Use of Polite Japanese 

The words and language you use will make a big difference in the impression you give. When 

sending e-mails to companies or alumni and visiting them, make sure that you have good manners 

and maintain a sincere attitude toward them. 

 

① Frequently used honorific verbs 

Standard verbs Humble terms Respectful terms Reference section 

言う 申す おっしゃる 4-10 ① 

思う 存じます 思われる 4-10 ① 

する いたす（致す） なさる 4-10 ① 

行く 伺う いらっしゃる 4-10 ①②③ 

もらう いただく くださる 4-10 ① 

いる おります いらっしゃる 4-10 ① 

 

 

 

 

② Helpful words 

Requesting the other party to elaborate Reference section 

お手数をおかけしますが 4-10 ③ 

恐縮ではございますが 4-10 ②・③ 

ご多用のところ申し訳ございませんが 4-10 ③ 

 

 

③ Spoken language and Written language 

The commonly used words in our conversation are known as “Spoken language,” and the 

commonly used words when writing sentences are known as “Written language.” Make sure 

that you use two types depending on your situation. 

Spoken language Written language 

考えれない 考えられない 

読んでる 読んでいる 

ちゃんと きちんと 

でも、けど しかし 

～じゃない ～ではない 

たぶん おそらく 

やっぱり やはり 

あんまり あまり 

～的には ～としては 

  

Check the sections  
to learn how to use them! 
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④ Easily mistaken business language 

Normal Business 

僕・わたし 私（わたくし） 

あなたの会社 貴社（written language）、御社 (spoken language) 

今回は この度は 

よろしく よろしくお願いいたします 

わかりました 承知しました 

すみません 申し訳ございません 

いいですか よろしいでしょうか 

すごく とても 

やっぱり やはり 

バイトとかサークルとか アルバイトやサークルなど 

携帯／スマホ 携帯電話／スマートフォン 

 

 

⑤ Addressing the various types of companies 

Company organization 

 (JP) 

Company organization 

 (EN) 

Written 

language 

Spoken 

language 

株式会社 Company Limited 貴社（きしゃ） 御社（おんしゃ） 

銀行 Bank (Inc.) 貴行（きこう） 御行（おんこう） 

学校法人 Educational organization 貴学（きがく） 御校（おんこう） 
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8-2 Job-Hunting FAQ 

Job Hunting in general 

Q.1 

Is there any school recommendation (recommended recruitment)? 

 

A.1 

School recommendations are available at the following schools. Please refer to their 

official website. 

<FSE, CSE, ASE, WEEE> https://www.waseda.jp/fsci/students/career/ （Japanese only） 

<IPS> https://www.waseda.jp/fsci/gips/other/2019/12/13/9577/（Japanese only 

 

Q.2 

Can I ask the Career Center to issue a recommendation letter when I am required by 

companies to submit one to them? 

 

A.2 

The Career Center does not issue recommendation or reference letters to employers under 

our policy. Please explain this to them by sharing the announcement from the university on 

our website when you are required to submit such a letter. 

https://www.waseda.jp/inst/career/company/document/ 

Submission of Documents → 「5. その他 総長推薦状」 

For FSE, CSE, ASE, WEEE, IPS students, please refer to A.1. 

 

Q.3 

Can I ask the company the reason I was not hired? 

 

A.3 

You can ask the reason you were not hired since it is not a breach of manners. However, 

many companies may not disclose it according to the selection criteria confidentiality. 

If you ask for the reason, do not express criticism or dissatisfaction but express gratitude 

for having a valuable experience. 

 

Q.4 

What should I do when they won't give me the offer if I do not promise to join the 

company? 

 

A.4 

You have a right to reject a job offer according to Freedom to Choose Occupation. So you 

can decline the job offer no later than two weeks before joining the company. However, if 

you decide to decline, express your decision to the company as soon as possible. 

https://www.waseda.jp/inst/career/en/students/joboffer/ 

Résumé, Entry Sheet 

https://www.waseda.jp/fsci/students/career/
https://www.waseda.jp/fsci/gips/other/2019/12/13/9577/
https://www.waseda.jp/inst/career/company/document/
https://www.waseda.jp/inst/career/en/students/joboffer/%22
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Q.1 

How can I get résumé templates for online application? 

 

A.1 

Find a suitable one on the internet. In case there is no recommendation, the JIS (Japanese 

Industrial Standards) will be preferable. 

 

Q.2 

Should I submit both a Japanese rirekisho and an English résumé when I apply for a job 

offered by foreign companies? 

 

A.2 

Submit both in the advent the company gives such instructions to you. 

 

Q.3 

What should I do when I have too many things to tell a company than I can write in a 

résumé or entry sheet? 

 

A.3 

Choose the most suitable material, as determined through self-analysis and research on 

industries and companies to emphasize your talent and the contribution you can make to 

the company. 

 

Q.4 

Should I type or write my résumé and entry sheet by hand? 

 

A.4 

You can do either unless otherwise specifically directed by the company. If you are not 

confident in your Japanese handwriting, it is recommended that you prepare them by 

typing. 

 

Q.5 

Please tell me the right size envelope when I send the résumé and entry sheet to the 

company. 

 

A.5 

An角形 2号 envelope fits A4 paper best. 
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Q.6 

I put a wrong GPA score in my rirekisyo. I have already received an unofficial offer from 

the company. Should I tell the company about the mistake? I am afraid I’ll lose the offer. 

 

A.6 

Consult with the recruiters of the company. In general, there are not many reports of a job 

offer being canceled due to an incorrect wrong GPA score, but the decision is made by the 

company. So you should check with the recruiters. 

 

Interview 

Q.1 

Can I take notes during an interview? 

 

A.1 

It is better not to take notes during interviews. However, you can take notes with 

permission when they talk about conditions such as salary and employee welfare. 

 

Q.2 

Can I ask the recruiters for an evaluation of my interview performance when they require 

me to ask questions? 

 

A.2 

It is better not to ask this kind of question as your performance evaluation will not be open 

to candidates in many Japanese companies. 

 

Internship 

Q.1 

What should I do if a host company requires an exchange of a memorandum of 

understanding or a letter of agreement with the University to accept interns for their 

public-offering program (non-affiliated program with the University). 

 

A.1 

The Career Center does not exchange any agreements with companies, or issue any 

recommendation letters for public-offering internship programs that students find 

themselves. 

Please explain this to the host company by sharing the announcement from the University 

on our website when you are required to submit such an agreement or recommendation 

letter. 

https://www.waseda.jp/inst/career/company/internship/ 

「1.インターンシップ情報の紹介」→「学生からの応募について」 

 

 

https://www.waseda.jp/inst/career/company/internship/


 

 

 

 

Waseda University Career Center Main Office Hours 

 Regular times Vacations  

(Summer, winter, spring) 

Monday-Friday Saturday Monday-Friday Saturday 

Office hours 9:00-18:00 9:00-17:00 9:00-17:00 - 

Career consultation 9:30-18:05 9:30-16:20 9:30-17:15 - 

*Closed on Saturdays during summer & winter vacations, Sundays, and most major national holidays. 

*Office hours are subject to change without prior notice. For the latest updates, please refer to our websites. 

 

 

Waseda University Career Center 

Official Websites 

 

        

(Japanese)           (English) 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

40-minute individual career consultation is available. 

・English-speaking consultants are waiting for you. 

・You can consult about job seeking, mock interviews, internship, visa status change, 

and any career-related matters. 

・We are offering the online consultation as of September 2020. 

Address & Contact Number of Main Office 

1-24-1 Toyama, Shinjuku-Ku, Tokyo 162-8644 

Tel: 03-3203-4332 Fax: 03-3208-3275 

E-mail: career@list.waseda.jp 

 

Check here for the latest information. ☞ 

 

 

 

★ 
 

mailto:career@list.waseda.jp

