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@ CareerCross

DRAKE

BUSINESS LOGISTICS

EANIVTTRY | KEHERXY NT—O Y AT LS

Job Information

Hiring Company
Drake Business Services Japan K.K.

Job ID
1482238

Division

Industry
Hardware

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

Non-Japanese Ratio
(Almost) All Japanese

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards, Chiyoda-ku

Salary
3 million yen ~ 4 million yen

Work Hours
9:00-18:00

Holidays
8 -#%A

Refreshed
June 27th, 2024 12:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Basic (Amount Used: English usage about 25%)

Minimum Japanese Level
Native

Minimum Education Level
High-School or Below

Visa Status
Permission to work in Japan required

Job Description
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https://www.careercross.com/en/company/detail-448960

Ha DY —ERHRTHBA—2 b5 1 7 DDrake International D AEBEH —E R &, /$— hF—TH D
Swiss Post Solutions® X —JLJb—LA + RF A Y N —EZDREBRE / INIREY—ILEEEL, 7547 M ER
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BEHSE :

e Maintains physical space, ensuring a safe, clean, and functional environment. & 7 4+ K RO EIEETE, REFMELRIER
WOEE - WIS

e Ensures assigned equipment is in proper working order and available for use. 7 # 4 ¥ S /- #J{DOAREE DX

e Receives, manages, and processes service tickets and order requests ensuring problems are resolved quickly. ') 7 TX b
Y—ERF v NEE - ®/iG

e Acts as liaison between employees and any outside contractors needed to resolve specialized problems. A& TERHt &
HAF—LXAVA—DEHEYR— b - RO

e Supports preventive maintenance schedules for buildings and equipment. EE#IA A 1 ¥ 7+ ¥ ARG
e Assist in maintaining and updating administrative policies and processes. R ) ¥ — B L ERFD RIS

e Participates on the emergency preparedness planning team and Health & Safety working group BRF — AL X Y /N—HR—
NEREFETI—THR—K

e Applies, or assists with application, for required environmental permits. /83— 3 v NERFEHYR— K
e Maintains inventory of supplies; reorders as needed. XEEE Y. BRAEKOBFIY R— bk
e Coordinates corporate events and office socials ¥tP11 N> M it - EIE

e Uses company resources and portals to share Workplace communications amongst colleagues A1 >~ k% v NI,
HEBEFOII2=r—Yav&BHLEE

e Coordinating with the catering team to supply lunches for customer meetings. K& - migD B E Ik
e Managing workplace waste disposal and recycling. I I 25 - U441 7L ER

OZZERES  BADSPlUNKD T & DA — )L, BENIS & BHADRE/HIRENIS

Required Skills

WA

-2z —vavee
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- Microsoft Word, Excel L X)L

Company Description

Page 2 of 2



	総務ヘルプデスク / 大手外資系ネットワークシステム会社
	Job Information
	General Requirements
	Job Description
	Required Skills
	Company Description


