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CAREER GOAL
To build a career as a film programmer with an organization that would allow me to develop the skills and expertise required to be successful.
PROFESSIONAL SKILLS
Promotions, Marketing and Sales
· Promoted DVD product to Japanese market
· Conducted marketing and promotional meetings with Japanese media companies and websites via e-mail
· Planned and implemented major trade shows for the TV/Film Post-Production industry
· Worked with creative teams to create advertising campaigns for publications
· Negotiated discounted advertisement prices with advertising sales personnel from publications
· Followed up sales activities for international territories including Japan

· Laised with international film distribution companies and sales agents selling distribution rights to their films at the American Film Market (AFM) 2000
Television Production

· Helped with commercial production and still shoots for Japanese print media

· Developed and disseminated informational documents to international companies potentially interested in purchasing international syndication rights for in-house television shows
· Reviewed and commented on submitted scripts

Languages and Translation

· Bilingual: Native Japanese.  Business Level English
· Freelance translator/transcriber since 2000
· Translate documents between Japanese and English
· Translate business letters, instruction manuals, flyers, business conference audios, audio interviews, and an official website for an interactive DVD game
· Transcription experience includes Movie Electronic Press Kits (Warner Bros.)
· Acted as an interpreter for Japanese clients at AFM 2000
Administration
· Organized executives meeting schedules, arranged meeting and provided customers with quote documentation and production and post production contracts

· Performed client services by greeting clients with professionalism and tact
· Organized meeting schedules for AFM

· Shipped screening cassettes

· Answered phones, copied scripts and shipped documents & packages

· Conducted research for an internet technology start up company

· Attended various exhibitions

EDUCATION
Certificate in Film, Television & New Media, University ABC, State ABC
(April 1998 - June 1999)

· Major in Film Production & Business

BA in English, XYZ University, XYZ, Japan
(April 1993 - March 1997)

· Major in American Culture & Society

· Minor in Mass Communications

WORK EXPERIENCE
ABC Digital, ABC City, State ABC
April 2003 to May 2003
Japanese Promotional Representative
(DVD/Internet Contents Production)

ABC Corporation, City ABC, State ABC
September 2000 to May 2002

Administrative Assistant
(Post-Production Services/Division)

XYZ Corporation, City ABC, State ABC
June 2000 to September 2000

Assistant to President


XYZ Productions, City XYZ, State ABC
March 2000 to May 2000

Assistant to President & Executive Vice President
(Television and Post-Production)

ABC Films, West XYZ, State ABC
September 1999 to March 2000

Assistant to President
(International Sales & Distribution) 

XYZ Inc., XYZ City, State ABC
April 1999 to September 1999

Receptionist/Assistant
(Independent Film Production)

SKILLS
· Proficient PC skills including Internet software, MS Office
· Extensive experience with office equipments
· Solid communication and public relations skills

MISCELLANEOUS EXPERIENCE
· Volunteer Screener for City ABC Film Festival 2002 & 2003

· Office Intern - XYZ Institute (1999)
References Available Upon Request
