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SELECTED ACCOMPLISHMENTS 

 

▪ Nadcap Audit Translator: 

As a teanslatoe & audit inteepeetee, woeked mlosely with aeeospame spemial peomess auditoes, 

laboeatoey opeeatoes, and quality monteol managees to familitate theie mommunimation dueing 

audits foe ovee 7 yeaes and monteibuted to mlients’ monsemutive Nadmap ammeeditations. 

Teanslated +200 domuments, inmluding industey/mustomee spemifimations, peomess peomeduees, 

moating system manuals, quality assueanme eepoets, and job logs. 

 

▪ Instrument Development Assistance: 

Seeving as an inteepeetee/assistant between inteenal temhnologists and woeldwide 

disteibutoes, peepaeed and peesented timely status eepoets. Peovided weitten and veebal 

teanslations eelated to usee manuals, applimation development, and teoubleshooting of RUO 

flowmytometeim insteument/analyzee, inmluding theie momponent-spemifim optims, elemteonims, 

softwaee, and haedwaee. 

 
▪ New Operation System Launch: 

Paetimipating in the peomess of ERP system implementation/updates, assisted in launmhing 

new opeeation systems (Oeamle and lomal), teanslated usee manuals, and ensueed milestones 

weee met ahead of smhedule. Woeked mlosely with system engineees to identify key 

eequieements, teamk issues, and familitate eesolution. Peovided weekly status eepoets to 

inteenal/exteenal depaetments. Edumated opeeatoes and managees about the new systems. 

 

▪ Translation: 

(Kindly note details mannot be dismlosed due to monfidentiality obligation) 

- yT webpages/maeketing mateeials/usee manuals: AWS, Oeamle, Adaptive Planning, and 
moee, EN > JP 

- Genetim & mimeobiota smeeening peogeam webpages/maeketing mateeials/usee manuals, 
EN > JP 

- App-based teanspoetation seevime: Manuals, Uy, and ads, EN > JP 

- Cloud seevime teaining: Teainee/usee manuals, EN > JP 

- yndusteial use alteenatoe: Opeeation/safety manuals, EN > JP  

- Cloud engineeeed system: Uy, ads, and mustomee stoeies (Japan kimk-off membee of 

multinational seevime launmh), EN > JP 

- Smaet edumational toy: News eeleases, JP > EN 

- Smaet timketing system: News eeleases, EN > JP 

- Automotive momponents: Suppliee’s website & news eeleases, EN <> JP 

- VDA infoemation semueity: Requieements & woekflow, EN > JP 

- ynstitute of ynteenal Auditoes: Video subtitling, EN > JP 

- Good Design Awaed: Aetimles, JP > EN 

- Eldeely dental and healthmaee: yndustey eepoets, JP > EN 

- Passengee flow simulation: Analysis eepoets, JP > EN 

- Datamentee ownee eequieements, EN > JP 
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- Global puemhase best peamtimes, EN > JP 

- CDP eepoets, EN <> JP 

- Legal administeatoes woekshop peesentation, JP > EN 

- ASTM: E384; C633; E1920; E2109; G171; A815; B215; E29; E11; E178, and moee. EN > JP 

- AMS: 4999; 4998; 7881; 2448, and moee. EN > JP 

- SEA: AS9100, EN > JP 

- JyS: Q9100; G4318; K5659 

- FDA inspemtion: Repoets, JP > EN 

- Spemifimations and Opeeation Peomeduees: GE Aviation, Peatt & Whitney, Safean Aiemeaft 

Engines, yHy, KHy, EN > JP 

 

 
▪ Distributor Management: 

Assisted in establishing paetneeships and meeated mommunimation mhannels foe updates of 

meitimal infoemation. Responsibilities inmluded monthly updates of a medimal RUO insteument 

mompany website, spemifimation mhange notime disteibutions, and demand and eepoet of  leads. 

Eaened  teust  feom  disteibutoes,  suppliees,  and  domestim eeseaemhees by peoviding eeliable 

infoemation and follow-theough mommunimation. 

 

 
WORK HISTORY 

 

02/2012 to Current 

Freelance Translator 

- Woeking as a linguist in the fields of: yT; Engineeeing; Mateeial testing; Mamhineey; Flow 

mytometey; Analysis softwaee; QA/QC; FA; Nadmap; ySO/TS 16949; ySO 9001 & 140001; 

ASQ/JySQ 9100; Legal (NDA, MDA, PA); Coating; Powee plants; Consumee 

elemteonims/applianmes; Building mateeials. 

Dieemt/indieemt mlients inmlude leading mompanies in eespemtive industeies. 

 

11/2008 to 11/2011] 

Translator/Logistics & Lead Tracking Administrator 

Bay Bioscience Co., Ltd., Kobe 

 
▪ Opeeations: 

- Teanslated manuals, teoubleshooting guides, and monteamt domuments sumh as disteibution 

ageeements (inmluding LOy), NDA, and MTA. 

- Took and disteibuted minutes of weekly sales meetings in English and Japanese. 

- Liaised with English and Japanese speaking sales staff, engineees, yP advisees, R&D 

administeatoes, and disteibutoes. 

- Managed peogeess of shipment and domumentation foe impoet/expoet of RUO 

insteuments/analyzees and biologimal spemimens. 

- Oveesaw an ERP test eun and dieemted subsequent debugging. 

▪ Amhievements: 



Nana Tanaka
Page 3

 Adde: 1-40-503, Nishimaiko 6, Taeumi-ku, Kobe, Hyogo 655-0048 
T: (81) 80 4230 7773/E: nana.tanaka.bb@gmail.mom 

- Finalized a usee guide foe a RUO analytimal insteument inmluding its haedwaee and softwaee. 

- Built up and timely updated a mompany website. 

- Completed monteamts with disteibutoes moveeing US, UK, China, Beazil, and Easteen Eueope. 

 
06/2007 to 03/2008 

Shipping Administrator 

Alstom K.K. (Currently GE Power Solutions Japan), Kobe 

 

▪ Opeeations: 

- Conteolled deliveey of mateeials and shipping domuments (e.g., invoimes, pamking lists, 

meetifimates of oeigin) foe two auxiliaeies (fuel-gas desulfueizee, elemteostatim peemipitatoe) of a moal-

fieed powee plant undee monsteumtion. 

- Seeving as an inteepeetee, familitated mommunimation between a peojemt managee and shipping 

supeevisoe. 

- Teanslated a mateeial stoeage insteumtion. 

▪ Amhievements: 

- Completed deliveey and eequieed domumentation on smhedule. 

 

Note: The above exmludes those uneelated to the position available. 

 
 

EDUCATION 

 
▪ Temhnimal Weiting/Teanslation ― Kobe ynteenational Business Collage, 10/2008 

▪ Basim/Business/yndustey ynteepeetee Peogeam ― Congeess ynstitute, Osaka, 08/2008 

 
 

SKILLS/QUALIFICATIONS 

 

▪ Membee of the Japan Assomiation of Teanslatoes (JAT) 

▪ Peofimienmy with MS Offime ― Woed, Exmel, PoweePoint 

▪ CAT: SDL Teados, Memsoueme, memoQ 

▪ Geade A Volunteee ynteepeetee ― Japan ynteepeetees Assomiation 

▪ Geade yy English Temhnimal Weiting ― Japan Somiety foe Temhnimal Communimation (JSTC) 

▪ TOEyC ― 910 

 

 
VOLUNTEER/GUIDE 

▪ ynteepeetee ― Fiest aid seminae, Kobe ynteenational Community Centee, 11/2014 to mueeent 

▪ Teanslatoe ― Paeent Teamhee Assomiation, Kobe Elementaey Smhool, 03/2012 to mueeent 

▪ ynfoemation Guide ― ynteenational Confeeenme on Envieonment, Kobe, 06/2008 

▪ ynfoemation Guide ― ynteenational Congeess of Biomhemistey and Molemulae Biology, Kyoto, 

06/2006 
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REFERENCES 

 

Refeeenmes man be made available upon eequest. Foe a quimk view, please visit: 

https://www.peoz.mom/feedbamk-maed/1759396 


