Instructions for Filling out the Resume Form
*Important notice 
Note that all the information in your resume must be true and verified by authorized organizations. If any information is found to be incorrect or false, your contract may be cancelled and you may be subject to punitive dismissal. 
As your salary is decided based on the information in your resume, if any information is found to be incorrect or false, you will be required to return the salary retrospectively.
【General】
1.  Please ensure that your resume is submitted using the form designated by Kyoto University.

2.  The resume form is comprised of three sheets. Use sheet No.1 for your profile, No.2 for your education, and No.3 for employment and activities other than school education. If additional space is required, please use extra copies of No.3.
3.  Please type your information directly onto the resume form and then print the sheets out onto A4 paper. Your signature must be written by hand at the bottom of sheet No.3. (If unavoidable, you may fill in the resume form by hand using black or blue ink.)
4.  Do not alter the lines and margins of the template. Font size may be changed according to your preference.

5.  Once the sheets are printed out, sign the bottom of sheet No.3. (If you used an extra copy of sheet No.3, sign only on the extra sheet.) Your signature must be written in black or blue ink. Read the important notice above before you sign your resume.
6.  All three parts of the resume must be completed and submitted.
【No.1】

(1)〈Name〉

1  Your name must be entered as officially registered. 
2  If your nationality is other than Japanese, enter your name as described on your alien registration card. If you are not officially registered as an alien resident, enter your name in the following order (as it appears on your passport): last name, first name, and middle name (in the Roman alphabet). If your nationality is Chinese, please also enter your name in Chinese characters. If your nationality is Korean, please also enter your name in Chinese characters or katakana (if possible).
3  If you have changed your family name in the past, enter your original name and the date of the change.
(2)〈Date of Birth〉 

Enter your date of birth, and your age (as of the day you complete the resume) in parentheses.

(3)〈Nationality, Visa status, Expiration date〉

If your nationality is other than Japanese, enter your present nationality, your (expected) visa status and its expiration date. If you possess permanent residency status in Japan, leave the “expiration date” column blank.
(4)〈Licenses, Certificates, and Qualifications〉 

Enter the details of any licenses, examination certificates, and qualifications you possess, and provide details of the authorized organizations that accredited them.
(5)〈Rewards and Reprimands〉

If you have received rewards in the past, describe the date, name of the awards, and the organizations which bestowed them. If you have been sentenced to imprisonment including suspension, enter the details here.
【No.2】 

(6)〈High School〉 
1 Enter your school name and course or department (if applicable).
2  Select the applicable completion status from the list on the next page.
3  If you have attended high school in a country other than Japan, enter the country name in parentheses.

4  If you have an academic background in a country other than Japan, please provide details of the standard schooling years in that country in the “standard period of education” column.
(7)〈University, College, Technical or Professional School〉

1  Enter the name of the institution, department, major, subject, and course. If you have an academic background in a country other than Japan, enter the country name in parentheses.

2  Select the applicable completion status from the list on the next page.
3  If your undergraduate courses are divided into the lower division courses (liberal arts) and upper division courses, describe them respectively.
4  If you have completed evening or correspondence courses, specify them in the “evening / correspondence course” column.

5  If you have transferred and graduated from more than one institution, provide full details of all institutions.

6  If you have transferred, enter the school years as follows; 
School name (Transferred in sophomore year).
7  If you have withdrawn from school temporally, enter the school name first, and enter the period of withdrawal on a new line.
Ex) School name 

(Withdrawal 10/1/1990～05/31/1991)

(8)〈Graduate School〉

1  Enter the name of the institution, research course, major field, subject, and program. If you attended a non-Japanese institution, describe its country name in parentheses.

2  Select your completion status from the list on the next page.

3  If you have completed several graduate courses at more than one institution, enter full details of all courses.
4  If you have transferred, enter the school year. Follow the example above.
5  If you have withdrawn from school temporally, enter the school name first, and enter the period of withdrawal on a new line. Follow the example above.
●　Completion status

Graduated, Graduation expected, Completed, Completion Expected, Withdrawal, Withdrawal Expected, Withdrawal with credits earned, Required credits earned, Accredited withdrawal, School transfer, Department transfer, Subject transfer, Expulsion, Enrollment.
(9) 〈Attendance years〉

1  If you have received education in a country other than Japan, provide details of your actual school attendance years in that country (including primary school attendance).
2  Provide details of the standard terms of education in that country regardless of your actual attendance (including primary school attendance).
(10)〈Degrees〉

Enter the date on which you obtained your degree, and select the type of degree from the list below. Please also enter your major filed of study pertaining to the degree. 

If you obtained a professional degree, specify it as “professional” in the “degree” column. Also describe the type of degree or major field in the “major” column.

If none of the following degree names are applicable, enter “Other” in the “degree” column and enter the degree name or major field in the “major” column.

 However, if none of the degree types listed below corresponds to your bachelor’s degree, leave the column blank.

 Ex)  month/date/year  Master’s degree  Natural science  X University
      month/date/year  Doctoral degree  Natural science  X University
      month/date/year  Professional degree  Juris Doctor  X University
· Degree names

Master’s degree, Doctoral degree, M.S. (Master of Science), M.A. (Master of Arts), 
Ph.D. (Doctor of Philosophy), Professional degree, Bachelor’s degree accredited from National Institution for Academic Degrees and University evaluation.
【No.3】 

(11) 〈Other periods: Work experiences〉 

1  Enter all other experiences (such as employment), not detailed in the sheet No.2.
2  Enter the names and addresses of any organizations you have worked for (including state, city, and village name). If your job titles, duties, research contents, or work status have changed, describe each respectively. If you have been temporarily dispatched or externally employed, enter the name of the organization at which you were employed and enter the name of the dispatching organization in parentheses.

Ex) X corporation (dispatched from Y corporation)

3  Enter the date the employment ended including instances of expected resignation.

4  If you have been employed/enrolled as a researcher, auditor, special auditing student, nondegree student or special research fellow, describe the organization/institution name and your official title in the “Organization name” column. (If you have been employed at a university, enter the department name. If you have worked for research institutes, enter the laboratory name.) Leave the “job title” column blank.
Also describe the working hours per week in the “work status” column.

Ex) Organization name: X University X department researcher
5  If you have worked for a private company, enter the name of the department in the “Organization name” column. If you have worked for a research institute, enter the laboratory name in the “Organization name” column.
6  In the “Job title” column, enter the official title you held within the organization.

7  If you were employed as a full-time worker, enter “full-time worker”. If you were employed as a non full-time worker, enter your weekly working hours in the “work status” column. 

*Non full-time workers include day-laborers, seasonal laborers, fixed-term workers, part-time workers and contract employees.
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