
Shiho  Sekiya
1812 West mile 14 North
Weslaco TX 78596

(956)624-0630

beyonbeach@hotmail.com
*Career  Objectives

 Im interested in obtaining a long term career where I can utilize my acquired working 

 skills and become an asset to the company

*Summary of Qualifications

 10 years experience each in all phases of general office procedures & receptionist 
 duties,office support,data entry,filing,customer service and electronic and machine

drafting.5 years in retail sales,stocking merchandise,inventory control,display,

cashiering,clean floor.

*Working History

Jun 01,2011-present

KNAPP Medical Center-Weslaco TX

Volunteer

Filing,office support at the human resource department.

 Mar 01,2007-Sep 01,2008

 JSW-Hiroshima  Japan

 Cad Operator

 Modified electronic drafting(like Sequence,Losic) that was written in English by using

 Auto-Cad. Data Entry, Filing,Office Support. and also used Word,Excel.
Feb 01,2002-Feb 01,2007

Okamoto Company-Hiroshima Japan

Cad Operator

Designed  machines drafting by using GMM Cad.

Convert from 3D Data to 2D Data.and then designed machines drafting by using GMM

CAD.assemble part of machines

Data Entry,Filing,Office Support.and also used Word,Excel and then made document
Mar 01,2002-Sep 01,2008

Fresta-Hiroshima Japan

Store Associate

Retail sales,cashiering,stocking,inventory control,display,

Clean floor.

Oct 01,1995-Dec 01,1999
Tekushia-Hiroshima Japan

Cad Operator

modified  machines or electronic drafting by using Auto-cad,
GMM cad,Micro cadam cad,JW cad.

Data Entry,Filing,Office Support.and also used Word,Excel.
*Study
 Mar 01,2000-Dec 24,2001
 I went to the UK to study English

*Education

 Hagi Kouen High School-Hagi  Ymaguchi  Japan

 Education Level:High School Diploma/GED

 Graduated:Yes(3/1993)
*Training

 Hiroshima Computer Training-Hiroshima  Japan

 Computer Program

 Status:Completed(3/1995)
*Certification
 Hiroshima Computer Training-Hiroshima  Japan

 Computer Program  Certification
*Computer Skill 

 .Auto-CAD

 .Data Entry Terminal

 .Email Software(Outlook)

 .Internet Browser(Internet Explorer,Firefox)

 .Peripheral Devices(Scanners,Printers)

 .Personal Computers

 .Spreadsheet  Software(Excel)

 .Word Processing Software(Word)

*Language Skills

 Japanese

 English(Basic)

