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Job Information

Recruiter
j Career Co.,Ltd.

Job ID
1482145

Industry
Electronics, Semiconductor

Company Type
Large Company (more than 300 employees) - International Company

Non-Japanese Ratio
Majority Japanese

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards, Chiyoda-ku

Train Description
Hanzomon Line, Jimbocho Station

Salary
5 million yen ~ 6 million yen

Work Hours
9:00~18:00*7L v ¥ ROA7 %4 1»10:00-16:00 {KEE105R BEEIDT L7 — U EHE

Holidays
BAR2BH (7 M) . BRABEIEEDL S158%4). BRIAE, ERRE

Refreshed
July 11th, 2024 06:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level (Amount Used: English usage about 50%)

Minimum Japanese Level
Native

Minimum Education Level
High-School or Below

Visa Status
Permission to work in Japan required

Job Description


https://www.careercross.com/en/company/detail-410796
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Responsibilities:

- Support in commercial project handling and ongoing communication with the headquarters in EU
- Creating invoices, providing them to customers (predominantly electronically)

- Support in accounts receivable management

- Tender participation: studying and clarifying requirements, acquiring documents
- Creating proposals/offers in coordination with responsible salesperson

- Handling of spare parts orders with tech team

- Monitoring and report potential and new customers to managing director and HQ
- Handling import of goods from EU, communication with shipping companies

- Maintaining price lists in coordination with HQ

- Project support (ordering hardware, communication with vendors etc.)

- Preparation, mailing and filing of sales contracts

- Occasional support during exhibitions
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Skills/Qualifications:

- Solid knowledge of Microsoft Office programs, especially Word, Excel, PowerPoint, Outlook

- Prioritizing and managing multiple open cases at one time

- Communication skills and social skills — self-management and conflict management abilities

- Ability to work with a geographically dispersed organization

- Basic education/knowledge in IT/electronics or familiarity with technical topics desirable

- Excellent knowledge of Japanese (native speaker) and English language in spoken and written form
- Minimum 5 years previous working experience in a similar role

- Experience with Money Forward or similar invoicing program desirable

Company Description
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