Name
Junior Sales Representative
Tokyo, Japan  |  090-1234-5678  |  name.name@example.com  |  linkedin.com/in/sample-profile
PROFESSIONAL SUMMARY
Junior B2B sales professional with experience supporting existing accounts, prospect follow-up, and sales administration. Known for consistent customer communication, organized pipeline management, and practical improvements to follow-up routines. Interested in building long-term client relationships and developing consultative selling skills.
PROFESSIONAL EXPERIENCE
	Northbridge Business Solutions K.K., Tokyo  |  Junior Sales Representative
	Apr 2024 – Present


• Managed a portfolio of approximately 35 small and mid-sized business accounts, handling product inquiries, quotations, follow-up, and renewal discussions.
• Achieved 93% of the annual sales target in FY2025 while maintaining regular contact with existing customers and supporting new business opportunity
• Created a simple follow-up tracker in Excel to prioritize open quotations and customer callbacks, reducing missed follow-ups and improving visibility of next actions.
• Introduced reusable email templates for quotation follow-up and meeting confirmation, helping the team respond more consistently and saving preparation time.
• Reviewed inactive accounts each month and re-contacted selected customers; reopened discussions with 8 dormant accounts and generated 3 small repeat orders.
• Shared recurring customer questions with the product team and helped update a short FAQ sheet used during sales calls and customer onboarding.
	Greenfield Retail Co., Ltd., Tokyo  |  Sales Support Intern
	Aug 2023 – Feb 2024


• Supported the sales team with customer research, meeting preparation, order tracking, and weekly sales reports.
• Organized customer information in the CRM and corrected duplicate or incomplete records to improve data accuracy for follow-up activities.
EDUCATION
	ABC University, Tokyo, Japan  |  B.A. in Business Administration
	Mar 2024


SKILLS
Sales: B2B sales, account follow-up, quotation management, customer communication, basic pipeline management
Tools: Microsoft Excel, PowerPoint, Word, Salesforce (basic), Microsoft Teams
Languages: Japanese (Native), English (Business communication)
SAMPLE RESUME – All names, companies, dates, and figures are fictional. Replace them with actual information.
