Page 1 of 2

@ CareercrOSS by JAC Recruitment

Legal Secretary at Global Law Firm / A& AR EHFIOFELWE

Job Information

Recruiter
ALBERTO K.K.

Job ID
1501345

Industry
Legal

Company Type
International Company

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards

Salary
7 million yen ~ 8 million yen

Work Hours
9:15-17:30

Holidays
T -8 -%E. FHRKE. FREFRABRE

Refreshed
December 26th, 2024 05:00

General Requirements

Minimum Experience Level
Over 6 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

=Managing schedules and making appointments, travel arrangements
«Preparing and processing expense reports

«Creating, amending, formatting documents and presentations
«Preparing and supporting client events

«Preparing complex monthly invoices

«Other related tasks to invoicing and billing


https://www.careercross.com/en/company/detail-218001
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=Japanese language assistance as required
»Assisting with visitors
«Other secretarial and support tasks

Required Skills

=Excellent communication skills in oral and written native Japanese and fluent English (TOEIC 900~)
=Advanced Outlook, Word, Excel and PowerPoint skills

»Good with numbers and details

«Team player and flexible attitude

If you interested in this position please contact Ai at 080 —4462-7881, ai@alberto-recruitment.com
HFLIHEHEKEZBHLWAELITELAS, HYE HS (75EF)
(080—4462-7881, ai@alberto-recruitment.com) £ THREICTERK K ZIWVWEH,
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