    Takako Khublal

    4700 SW 43rd Avenue, Fort Lauderdale, FL 33314

Cell: (954) 913-6124, E-mail: 8takako8@gmail.com
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EXPERIENCE SUMMARY

· More than four years of clerical experience

· Superb customer service skills

· Strong verbal and written communication skills

· Fluent in Japanese

· Exceptional organizational skills and attention to detail

· Great ability to exhibit initiative, responsibility, and leadership

· Remarkable ability to maintain a flexible attitude and approach towards projects and successfully operate under ambiguous guidelines

· Experienced operator of information systems such as AS/400 and Oracle as well as office equipment such as photocopiers, fax machines, telephones, and typewriters

· Strong command of MS Word and Excel

WORK EXPERIENCE

6/2013 – 7/2013                                                                                               Temporary Staff

Consulate-General Of Japan In Miami                                                                  Miami, FL

· Send mails for election

· Data entry, Used MS Excel to perform 

· Shredded documents

8/2012 – 4/2013                                                                                                Moving Coordinator

Nippon Express USA., Inc. (logistics and moving)                                               Miami, FL

· Managed Household Goods Department

· Administered all aspects of international, interstate, and local residential moving

· Arranged shipment of goods by truck and sea freight

· Educated customers about the company's shipping and moving operations and the advantages of using Nippon Express

· Provided customer support and service via phone, e-mail, and in person

· Used Android tablet software to provide on-site quotations for moving services to customers at their residences

· Supervised moving staff and assisted with the packing, pickup, and delivery of goods to and from customers' homes

· Collaborated with customers and insurance companies to process and resolve claims.

· Provided general business support including English/Japanese translation

· Used AS/400 to create invoices, waybills, payment advice documents, and insurance certificates

· Used Lotus Notes to create sales quotations and purchase orders

· Used MS Word and Excel to create documents including revenue and damages reports, schedules, and letters

· Purchased goods and supplies necessary for the operation of the department

5/2012 - 8/2012                                                                                  

Grocery Bagger

Penn Dutch Food Center (grocery store)                                                                 Hollywood, FL 

· Packed customers' purchased items into shopping bags

· Loaded merchandise into shopping carts and customers' vehicles

· Performed customer service duties including answering customers' questions and fulfilling their requests

· Executed tasks during the closing of the store including returning merchandise to its proper location and cleaning up garbage and grime left behind by customers

1/2011 - 12/2011







            Office Clerk

Nishimoto Trading Co, Ltd. (wholesale trade, imports, and distribution)               Miramar, FL 

· Managed accounts receivable          

· Operated AS/400 and Oracle software        

· Swiftly and accurately created invoices and sales orders        

· Completed paperwork and created documents with MS Word and Excel        

· Answered phones and provided customer support                                      

· Filed paperwork for AR reports and payment orders

2/2006 - 12/2009 







             Office Clerk

Ueda Tokitsugu Jimusho (certified real estate surveyor office) 

             Osaka, Japan

· Researched property records at city office

· Filed paperwork for registration of properties

· Answered phones and provided customer support

· Reconciled and recommended resolutions for discrepancies in reports and other various problems

· Used MS Word and Excel to complete paperwork

· Operated CAD software and performed data entry

4/2003 - 1/ 2006 







             Manager

Voice Ltd. (clothing and housewares store) 




             Osaka, Japan

· Supervised employees

· Created displays and decorations

· Calculated branch sales and profits

· Managed stock room and merchandise inventory

· Operated cash register

3/2001 – 3/2003 







             Stagehand/Grip

Ohanashi Caravan Tsubasa, N.P.O. (touring puppet theater) 

             Osaka, Japan

· Used various tools to set up and break down stage, scenery, and lighting

· Created displays, decorations, and props for the theater

· Performed minor speaking roles

· Took photographs of audiences and performers

· Led post-performance staff meetings

EDUCATION

2000 - 2001 Tezukayama Gakuin University Osaka, Japan

Major: Psychology (unfinished)

1997 - 2000 Jonan Gakuen High School Osaka, Japan

High School Diploma

