
 

 

 

Guideline for Completing Form Waseda University Curriculum Vitae 

 

◆ In principle, please fill out Waseda University Curriculum Vitae on a computer, and handle the form with care. 

 

1. Notation of years 

Please use Western calendar years for all dates. 

 

2. Name 

(1) Signatures and seals are not necessary. 

(2) If you are a Japanese citizen, write down your name exactly as it appears on your family register.  

When writing your name in alphabetic characters, copy your name exactly as it appears on your 

passport.  

(Example) Whether to use “OHNO” or “ONO” as the alphabetic spelling for “大野” should depend on 

how it is spelled on the passport. 

(3) How to write your name if you only have a name of a nationality other than Japan 

・In the “Name” field, write down your last name in kanji characters or English.  

*If writing your name in English, copy your name in alphabetic characters exactly as it appears on 

your passport.  

*At Waseda University, it is not possible to register characters such as Á Â À Å Ã Ä.  

Write down your last name in the “Last name” field, and your first name and middle name in the 

“First name” field. If abbreviating your middle name, please use a period [.]. 

・Write down your name in katakana characters in parentheses. 

(4) If using a last name that differs from your last name on your family register (maiden name or 

nickname), write down your name in the form of “Nickname (Real name).”  

 

3. Gender 

Write down your gender, but you do not necessarily have to fill this out. Even if it is not filled out, it will 

not be disadvantageous against you in the screening process.  

If you are officially hired, the gender information from your family register will become necessary for 

employment management. This information will be confirmed based on your residence certificate, copy of 

passport, copy of residence card, etc. that you will submit at the time of employment. 

 

4. Affix photo 

Affix a photo to your CV. If submitting CVs in both English and Japanese (copy of English version), affix 

a photo to your Japanese CV. 

 

5. Nationality  

Please write down your nationality. 

 



 

 

 

6. Status of residence 

Write down the effective status of residence as of when assuming your new post at Waseda University, as 

well as the corresponding period of stay. For status of residence that requires permission to engage in 

activity other than that permitted under the status of residence, indicate whether you have permission to 

engage in activity other than permitted under the status of residence. 

*If you will be applying for status of residence after your appointment is decided on, leave this field blank.  

 

7. Educational Background 

(1) Write down your entire educational background without any omissions, starting with high school 

entrance. 

 

(2) Write down the dates of entrance, graduation/completion, etc. accurately.  

In principle, it is not possible to assume a new post at Waseda University while you are registered as a 

student at the University. If you are registered as a student at the University when creating your CV, 

write down the date of your graduation/completion/withdrawal. 

 (3) Write down the date (include month and day) of conferment of your doctoral degree.  

 

8. Work Experience  

(1) Write down “starting (employment) dates” and “completion (resignation) dates” accurately, without any 

omissions.  

 If you are to resign a post due to assuming a new post at the University, make sure to write down the 

planned date of resignation from your current post in the “Planned completion (resignation) date” field.  

(2) Write down any work experience at Waseda University starting on or after April 1, 2013 that you may 

have accurately, including part-time employment as a TA, RA, etc.  

(3) If you have experience as a lecturer at a university or school, indicate clearly whether you were or were 

a full-time lecturer or part-time lecturer. 

(4) If you have experience working at a corporation, research institute, etc., clearly indicate your job title 

and job description, etc.  

(5) If you have already resigned, write down the accurate date of your resignation.  

(6) For “Current post”, if you are working at multiple universities, schools, research institutes, etc., please 

write down your representative current post. If your resignation is already planned, make sure to write 

down the planned date of resignation in the “Planned completion (resignation) date” field for the current 

post.  

If your current post is a full-time job, and you are to be employed by the University for a full-time 

position, it is necessary for you to have resigned from your current post as of the time of appointment at 

the University. 

(7) If you have gained a Research Fellowship for Young Scientists of Japan Society for the Promotion of 

Science, write down all of your experience.  

(8) At Waseda University, it is prohibited for research associates to hold a concurrent position outside of 

the University. However, taking into consideration the circumstances that it is easier for a research 

associate to become employed as a faculty member of another university after retiring as a research 



 

 

associate if they have experience as a part-time lecturer, a concurrent position outside of the university 

will be acknowledged only under the following requirements.  

・The contents of your duty do not hinder your  main work as a research associate of Waseda 

University, and do not discredit the quality of the University from a social perspective. 

・There is no risk of a special stake in your main work arising. 

・Your class instruction time is 4 hours per week or less. 

・The Faculty Committee, Management Committee of the Research Institute or Center, Theater 

Museum or Museum Consultation Committee deems the circumstances as being appropriate. 

 

Accordingly, 

・If you are already engaged as a part-time lecturer at another university, etc. at the time of your 

employment as a research associate, write down the job name in the Work Experience field.  

・If resigning before assuming your post as a research associate, clearly indicate your planned 

resignation date. 

・ If you will continue your post as a part-time lecturer at another university even after assuming your 

position as a research associate, clearly indicate your class instruction time per week. Please notify 

your applicable Office promptly after assuming your position as a research associate.  

(Example) Part-time lecturer at ○○ University (resignation planned for March 31, 2019) 

Part-time lecturer at ○○ University (2 hours of instruction per week)  

 

9. Field of specialization 

Select one from the attachment List of Fields of Specializations and write it down. 

 

10. Research area 

Describe concretely. 

If you are a businessperson, fill this out in a format such as “Practical business related to ○○.” 

 

11. Languages used 

If you use multiple languages, please list them. 



 

 

Guideline for Completing Form Education and Research 

Achievements 

 In principle, please fill out Education and Research Achievements on a computer, and handle the form with 

care. 

 List your achievements in chronological order, starting with the most recent, for each item. 

 It is acceptable to use more space, sheets, or lines for each field, depending on the amount that you wish 

to write for each item. 

 The No. in the top right corner serves as the serial number for Education and Research Achievements I 

to IV. 

 For “promotions,” write down only education and research achievements for the period of time from 

your current employment position to the present point in time. 

[Education and Research Achievements I: Research Activities] 

 To practitioners: Research achievements are not limited to pure research papers, etc.; please describe such 

achievements comprehensively, indicating whether they are authored books, edited books, reports for academic 

conferences, commentaries related to field of specialization (case commentary, news commentary, draft 

commentary, etc.), round-table discussions, lecture records, investigative reports, etc. (indicate, if applicable, if you 

are a co-editor, co-author, collaborator, etc.). 

 If you do not have any applicable achievements, write “N/A”. 

 Even if all items are “N/A”, make sure to submit this section. 

  

1. Researcher information 

Write down your ORCID, Researcher No., and Researcher ID if you have one. 

 

2. Books 

・Clearly indicate the book name/title, chapters and pages you wrote, publication date and publisher, with 

regard to books that you authored by yourself, books that you co-wrote, and books to which you 

contributed* 

*Co-writing is considered as being when your name is listed on the cover, colophon, etc. of a book. If 

your name is not listed in such locations, you are considered as having contributed to the book. 

*If you co-wrote or contributed to a book, make sure to write down the pages that you wrote. 

・Write down the total number of books at the end of this item. (For personnel promotion, write down the 

total number for the period of time from your current employment position to the present point in 

time.) 

 

3. Master’s Thesis / Doctoral Dissertation 

・Write down the title of your thesis/dissertation, publication date, university and graduate school name. 



 

 

 

4. Papers 

・If listing papers that are being submitted to academic journals, only those that have been decided to be 

featured in the journals are applicable. 

・With regard to papers that you authored by yourself and those that you co-authored, write down the 

paper title, author name(s), journal/institution name, whether your paper was peer-reviewed, volume, 

first and last pages and publication date (Western calendar year). 

・List the names of all co-authors in the order in which they are listed in the paper. When doing so, 

underline your own name, and if you are head author, indicate “(Head)”. 

・For each paper, indicate the number of times that it has been cited. 

・Write down the total number of papers at the end of this item. As a breakdown, also indicate the 

number of papers that were peer-reviewed, the number of papers featured in SCOPUS, and the 

number of papers featured in Web of Science. For the number of papers featured in SCOPUS and the 

number of papers featured in Web of Science, it is acceptable to indicate only one or the other under 

inevitable circumstances. (For personnel promotion, write down the total numbers for the period of 

time from your current employment position to the present point in time.) 

 

5. Academic conference presentations 

・For international conferences, indicate “(International conference)”; for invited lectures, indicate 

“(Invited lecture)”; for keynote speeches, indicate “(Keynote speech)”; and for peer-reviewed 

presentations, indicate “(Peer-reviewed)”. 

・Write down the title, presentation month/year, main organizer/title of featured journal, etc. 

・If a presentation/lecture was made in a language other than Japanese, clearly indicate “(in language)” 

after the title. 

・Write down the total number of presentations at the end of this item. As a breakdown, also indicate the 

number of presentations at international conferences, number of invited lectures, number of keynote 

speeches, and number of peer-reviewed presentations. (For personnel promotion, write down the total 

numbers for the period of time from your current employment position to the present point in time.) 

 

6. State of acquisition of external funds (Grants-in-aid for Scientific Research(“KAKENHI”), public 

research funding other than Grants-in-aid for Scientific Research, research funding from other 

private institutions; all limited to research representative) 

・Grants-in-aid for Scientific Research: Write down the type, name of research topic, research period 

(years) and amount (total) for the research topic for which you were the research representative, that 

was adopted for this grant. 

・Public research funding other than Grants-in-aid for Scientific Research: Write down the name of the 

research funding, research topic, research period (years) and amount (total) for the research topic for 



 

 

which you were the research representative, that was adopted for public funding, such as the Japan 

Society for the Promotion of Science, JST, NEDO, ministerial/local government agencies, etc. 

・Research funding from other private institutions: Write down the name of the research funding, 

research topic, research period (years),and amount (total) for the research topic for which you were 

the research representative, that was adopted for consigned/joint research funding from private 

corporations, grants from private foundations, etc. 

・Write down the total number of funds at the end of this item. As a breakdown, also indicate the number 

of Grants-in-aid for Scientific Research and the number of public research funding other than 

Grants-in-aid for Scientific Research. (For personnel promotion, write down the total numbers for the 

period of time from your current employment position to the present point in time.) 

 

7. Awards received for research activities 

・If you have received awards such as academic awards, and particularly international academic awards 

from foreign science academies, write down the name of the award, name of the granting 

organization/society and month/year of the award. 

 

8. Patents/utility models, etc. 

・Write down the contents, acquisition month/year, etc. 

 

9. Research history in countries other than Japan 

・If you have a history of research that should be specially noted and that was not listed in your CV, write 

down the period during which you were engaged in that research (start to finish), overview, country 

name, affiliated institution, etc. 

 

10．Achievements such as joint research, etc. with foreign institutions 

・Write down the implementation period, presentation period, period of involvement, etc. 

 

11. Other items that should be specially noted with regard to research activities 

・If there are special items other than the above items that should be specially noted, such as the 

acquisition of competitive funds from various foundations, being featured in the media for research 

achievements/results, etc., write them down here. 

 

  



 

 

[Education and Research Achievements II: Educational Activities] 

 If you do not have any applicable achievements, write “N/A”. 

 Even if all items are “N/A”, make sure to submit this section. 

 

1. Awards received for educational activities, educational evaluations (teaching awards, etc.) 

 ・Write down the month/year in which you received the award/evaluation, an overview, granting 

institution, etc. 

 

2. Main subjects that you were in charge of up until now 

 ・Write down the subject name, implementing institution and years that you taught the subject. 

 

3. Number of students you advised on their thesis/dissertation over the last 3 years 

 ・Indicate the number of students whom you advised on their Master’s thesis or Doctoral dissertation 

according to whether you were the chief examiner or second examiner. 

 

4. Creativity in education contents/techniques (including class evaluations, etc.), history of education 

in language(s) other than Japanese 

 ・Indicate the date of implementation, overview, implementing institution, etc. 

 ・History of education in language(s) other than Japanese, can be for both within and outside of Japan. 

 

5. Textbooks, educational materials, reference books created 

 ・Write down the title, publisher, publication date, etc. 

 ・If created in a language other than Japanese, clearly indicate “(in language)”. 

 

6. Presentations, lectures, etc. related to educational techniques and practices 

 ・Write down the presentation month/year, title, presentation location, etc. 

 ・If a presentation/lecture was made in a language other than Japanese, clearly indicate “(in language)” 

after the title. 

 

7. Attendance of seminars, training programs, etc. related to educational techniques 

 ・Write down the month/year of attendance, title, organizing group, etc. 

 

8. History of educational activity in countries other than Japan, and language(s) used 

 ・If you have a history of educational activity that should be specially noted and that was not listed in 

your CV, write down the period during which you were engaged in that educational activity (start to 

finish), overview, country name, affiliated institution, etc. 

  



 

 

9. Other items that should be specially noted with regard to educational activities 

 ・If there are special items other than the above items that should be specially noted, such as being 

featured in the media for educational achievements and educational techniques, write them down here. 

 

[Education and Research Achievements III: Practical Experience Related to 

Field of Specialization] 

 Education and Research Achievements III: Practical Experience Related to Field of Specialization is a form that is 

anticipated to be filled out mainly by practitioners. 

 If you do not have any applicable achievements, write “N/A”. 

 Even if all items are “N/A”, make sure to submit this section.  

 

1. Practical experience related to field of specialization  

With regard to practical experience related to your field of specialization, write down the period, 

affiliated institution(s), qualifications/positions, and contents of your work. If you have qualifications as 

a lawyer, certified public accountant, etc., write down the acquisition date/registration date. 

 

2. Other items that should be specially noted with regard to practical experience related to field of 

specialization 

For example, with regard to the following kinds of items that should be specially noted, write down the 

implementation period, presentation period, involvement period, etc., and an overview.  

・Instructor, faculty member, etc. at the Legal Research and Training Institute, etc. (for those in the legal 

profession)  

・Featuring/introduction of your own research and practical experience in the media  

・Lectures, laboratory work, contribution to the creation of educational material, etc. at/for training 

workshops, corporate training, seminars, lectures, etc.  

・Instruction at university extension courses and social extension courses, lectures at symposiums, etc.  

・Reporting and presentation at study groups, workshops, etc.  

・Review committee member for Grants-in-aid for Scientific Research   

・Review committee member for various awards and honors 

・Investigator, etc. at administrative agency  

・Investigative research, investigation of foreign affairs, etc.  

・Joint research with university 

・Committee member for various tests, councils, administrative commissions, various ADRs, etc. 

・Chairperson, officer, etc. for various groups and organizations 

 *For experience related to academic societies, indicate such experience in Education and Research 

Achievements IV: Affiliated Societies, Qualifications, Other.  



 

 

[Education and Research Achievements IV: Affiliated Societies, Qualifications, 

Others]  

 If you do not have any applicable achievements, write “N/A”.  

 Even if all items are “N/A”, make sure to submit this form.  

 

1. Affiliated societies, positions, etc.  

With regard to academic societies, etc. with which you are currently affiliated, write down the society 

name, your position, etc. and the month and year of affiliation.  

 

2. Qualifications, etc.  

If you have the following kinds of qualifications, licenses, etc. related to your major field of study, write 

down the contents and acquisition date.  

・Teacher’s certificate: Write down the type, classification, subject  

・Qualifications to handle hazardous materials, chemical substances, etc. (Operations chief of specified 

chemical substances, operations chief of organic solvents work, operations chief of radiography with 

X-rays, health supervisor, hazardous materials engineer, etc.) 

 

3. Others 

If there are special items that do not correspond to any of the above items, write them down here. 

 


