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@ CareerCross

IVHC hﬂﬁl Pa.ge www.michaelpage.co.jp

Corporate Access Support (01/2025 - 06/2025)

Job Information

Recruiter
Michael Page

Job ID
1496039

Industry
Securities

Job Type
Temporary

Location
Tokyo - 23 Wards

Salary
Negotiable, based on experience

Refreshed
September 27th, 2024 17:05

General Requirements

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Fluent

Minimum Education Level
High-School

Visa Status
Permission to work in Japan required

Job Description

The role involves coordinating logistics for corporate events and investor meetings, providing administrative support, and
managing communications, with a focus on event organisation and travel arrangements.
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A leading financial services firm in Asia provides a wide range of investment and financial solutions. The company offers
services in asset management, corporate finance, equity and debt capital markets, and wealth management.
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Position Summary:


https://www.careercross.com/en/company/detail-3648
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The Corporate Access Support Staff will work closely with both internal and external stakeholders to facilitate corporate
access events, investor trips, and meetings. This role involves extensive communication, event logistics coordination, and
administrative support.

Key Responsibilities:

« Communicate with over 300 corporates and coordinate logistics for around 180 companies alongside key internal
stakeholders.

Work with Japanese corporates, translation agencies, transportation services, and hotels to organize logistics.
Help with arranging hotels and travel for inbound corporates and investors.

Manage internal communications for event preparations, including the Japan Forum.

Support with payment logistics, invoice management, and expense tracking.

Handle data entry for event organization, investor trips, and corporate/analyst meetings; provide weekly/monthly
reports.

« Provide comprehensive support to the Corporate Access team.

Key Responsibilities:

Complete assigned tasks efficiently and within deadlines.

Learn to prioritize routine tasks alongside ad-hoc requests.

Foster effective communication with team members to enhance collaboration and productivity.
Continuously develop new skills to adapt to a fast-changing work environment.

« Provide efficient and professional service to both internal and external parties.
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« International Exposure: Work with global companies and investors, gaining experience in international finance and
cross-cultural communication.
« Skill Development: Enhance skills in event planning, data management, and corporate operations for career growth.

To apply online please click the 'Apply' button below. For a confidential discussion about this role please contact Tom
Williams at +81 3 6832 8664.

Required Skills

Requirements:

Event organizing experience or prior experience as an Executive Secretary arranging business trips.
Fluent-level Japanese and business-level English (primarily reading and writing).

Strong organizational skills and the ability to follow up with all stakeholders.

Proficient in Microsoft Office Suite (Outlook, Excel, PowerPoint, Access).

Experience in financial services (FS) is preferred but not mandatory.

JSDA Class 1 certification is preferred but not mandatory.

Prior experience in event planning is a plus.

Proactive, goal-oriented, and able to work independently.
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Company Description

The role involves coordinating logistics for corporate events and investor meetings, providing administrative support, and
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managing communications, with a focus on event organization and travel arrangements.
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