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Executive Secretary ,High level, exclusive position

Job Information

Recruiter
en world Japan K.K

Job ID
1365380

Company Type
Small/Medium Company (300 employees or less)

Non-Japanese Ratio
About half Japanese

Job Type
Contract

Location
Tokyo - 23 Wards, Minato-ku

Train Description
Hibiya Line, Hiroo Station

Salary
6 million yen ~ 8 million yen

Holidays
BER28® (£ -8) $i8

Refreshed
December 21st, 2024 02:00

General Requirements

Minimum Experience Level
Over 1 year

Career Level
Mid Career

Minimum English Level
Business Level (Amount Used: English usage about 75%)

Minimum Japanese Level
Native

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description
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Position: Executive Secretary (High level, exclusive position)

Role & Responsibilities :
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https://www.careercross.com/en/company/detail-665

* Provide secretarial support to executive personnel including schedule management, travel arrangements, client meetings,
expense claims, etc.

+ Attend and take minutes of the meetings as and when required
» Cross functional position, need to working with other executive.
*With chief of other functions great coordination skill.

*Meeting with investors.

» Answer and screen telephone calls

* Professionally greet and receive guests and clients

Required Skills

Skills & Experiences

« At least 2 years of experience in an executive support role

* Exceptional administrative and clerical skills

» Multi-tasking under pressure in a fast-paced environment

» Organized and detail-oriented

« Exceptional verbal and written communication skills in both Japanese and English

» Handling of sensitive and confidential information

* Resourcefulness in problem solving ability

« A sense of ownership, proactively suggesting and implementing
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Annual salary: 6M~8M

Company Description
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About en world

en world is a group of recruiting consultancies specialising in professional and managerial roles. Operating from 3 countries,
we support global companies’ recruitment needs through our Asia Pacific network.

About en world Japan

en world Japan supports globally-renowned international and Japanese companies to hire professionals and managers. Our
recruitment consultants specialise across both function and industry resulting in deep market knowledge and focused search
results.

en world Japan was founded in 1999, operating as Wall Street Associates and specialising in financial services recruiting.
We expanded our coverage and service in response to our customer needs. In 2010 we became a group company of en-
japan inc.,a leading internet-based provider of recruitment services in Japan.

en world Japan K.K.
http://enworld.com/jp-en

[Tokyo Office]
12F Tokyo Square Garden 3-1-1 Kyobashi, Chuo-ku Tokyo 104-0031
TEL: 03-4578-3500

[Osaka Office]
9F Umeda Center Building, 2-4-12 Nakazuki Nishi, Kita-ku, Osaka-shi Osaka 530-0015
TEL: 03-4578-3500

[Nagoya Office]
7F Ichigo Marunouchi Building, 3-17-13 Marunouchi, Naka-ku, Nagoya Aichi 460-0002
TEL: 03-4578-3500
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