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m RObert Half-l roberthalf.jp

Lt 7> 3 VY / Receptionist

Job Information

Recruiter
Robert Half Japan Ltd.

Job ID
1487449

Industry
Recruitment Agency

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

Non-Japanese Ratio
About half Japanese

Job Type
Contract

Location
Tokyo - 23 Wards, Chiyoda-ku

Salary
Negotiable, based on experience

Work Hours
8:45-17:45 (BREBIBEEST) (ARY MNHEEREDERICIK, MERBORAZREBBVWT I ELHY ET)

Holidays
AH : ARA BHRABHESDHY

Refreshed
August 26th, 2024 04:00

General Requirements

Minimum Experience Level
Over 1 year

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Native

Minimum Education Level
Technical/Vocational College

Visa Status
Permission to work in Japan required

Job Description
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A full-time contract opportunity exists for a Receptionist in our Tokyo office.
The Company

An opportunity exists for an outstanding Receptionist to join this fast growing multinational staffing consultancy based
in Japan. The company has been listed for eleven consecutive years in “Fortune Magazines List of Americans Most Admired
Companies” and is currently experiencing outstanding business performance and growth across Japan market.

Responsibilities
Your main responsibilities will include:

« Reception handling

« Answering and directing incoming telephone calls
« Data entry

« Other ad-hoc duties as requested.

Required Skills
HEER

o BSTHMTRTL 7 1 ANDHAEFEA TRER S

o TORFHIEL. TLyvvy—IlBVWA

o MREIKHAELEDHZZEHNTE, MBADEELILVRLSERICERE2EITTEDA
o FUBFEERERNMIEL EH Y. Microsoft Office DRFEHGH & BRI H B Z &

o FGRBAREBEALEEIC. EVRALRIVOREEAINNE

Your Skills

« You must be able to come and work in our Tokyo office 5 days a week. (This is NOT a remote work position.)

« You must be highly professional and efficient with an ability to work under pressure and maintain accuracy and
attention to detail.

« At least one year experience in a similar role is essential as is a full working knowledge of the Microsoft Office suite.

« Business level of English skill is a mandatory along with fluent level of Japanese skill.

Company Description
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