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Job Information

Hiring Company
Riccardo Tossani Architecture Incorporated

Job ID
1497681

Industry
Other (Real Estate, Construction)

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

Job Type
Contract

Location
Tokyo - 23 Wards, Meguro-ku

Salary
4 million yen ~ 6 million yen

Work Hours
9:30-18:30

Holidays
THHR

Refreshed
November 26th, 2024 00:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Native

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description
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« PA to the Principal Architect, Riccardo Tossani, and president, Atsuko Tossani.
o Arrange business trip

Create business documents

Handle small expenses

Interpretation/Translation (time to time)

Arranging summer and winter gifts, etc

Schedule management

Event arrangements

Approval process and support

Errands for President’s personal matters
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General HR operations

Coordinating recruitment, On/Off boarding

Handle staff joining and leaving RTA

Attendance, vacation request management

Create and prepare HR documents. etc

Support for foreign employees (visa, year-end adjustment, application follow-up)
Performance Evaluation support
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Office Environment

Supply management

Maintain memberships for architect association, etc
KPI and project man-hour compilation

Expense reimbursement and various invoices
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o Legal
o Manage contracts and legal documents

Added to above is PR activities such as website renewal and newsletter editing/planning.

Required Skills
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« English business level
« Secretary experience (to foreigner)

« Organized and mature character preferred
« Fast and active, multitasking
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Company Description
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