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@ CareerCross

G enworld

YR A TEB A A A E L E TCIO Assistant
Job Information

Recruiter
en world Japan K.K

Job ID
1501408

Industry
Asset Management

Company Type
International Company

Job Type
Part-time

Location
Tokyo - 23 Wards, Chiyoda-ku

Train Description
Ginza Line, Akasaka Mitsuke Station

Salary
Based on hourly rate

Hourly Rate
1800yen~1900yen + RXA@E

Work Hours
13:00~ (¥4 B$fE)

Refreshed
November 15th, 2024 00:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Entry Level

Minimum English Level
Business Level

Minimum Japanese Level
Native

Minimum Education Level
Associate Degree/Diploma

Visa Status
Permission to work in Japan required

Job Description
Key Job Responsibilities

« Assist investment professionals in administrative work including schedule management, handling of visitors, arranging
business trip and expense processing.

« Work on general affairs in the investment team. (BiExt . EBEMERA. RKEOIRAN. RBEFHNARE. 7TRIM
1Y)


https://www.careercross.com/en/company/detail-665

« Data management and preparation for meeting & reporting materials.
« Documentation management for the investment division. (—Ep3ER27R EH AW £IH, FBICEHZ IV TS5 - K#H
MARMEIEAETT)

Required Skills

« PC skill such as excel, power point, word.

ITORIE, B -ERy - 70 >TWERESZERHYEFEADN, ThODPEENLT7AILEEFHTS
EIEFEELET,

« Good communication skill in both Japanese and English (communicating with foreign customers)

Company Description
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