
受付スタッフ

Job Information

Hiring Company
iSoftStone

Job ID
1507730  

Industry
Communication  

Job Type
Contract  

Location
Kanagawa Prefecture, Yokohama-shi Kanagawa-ku

Train Description
Yokosuka Line, Yokohama Station

Salary
3 million yen ~ Negotiable, based on experience

Refreshed
December 11th, 2024 00:00

General Requirements

Minimum Experience Level
Over 1 year  

Career Level
Mid Career  

Minimum English Level
None  

Minimum Japanese Level
Business Level  

Other Language
Chinese (Mandarin) - Business Level

Minimum Education Level
Bachelor's Degree  

Visa Status
Permission to work in Japan required  

Job Description

受付スタッフ

 【仕事内容】

1.オフィスの受付として、来訪者への応接と案内を中⼼に
2.新⼊社員または退職社員の⼿続きの対応（IDカードの管理、提出書類の管理など）
3.外部会議室の管理（整理整頓、備品補充など）

Required Skills
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https://www.careercross.com/en/company/detail-265124


業務でWord、Excel、PowerPointを使⽤できる

事務経験が2年以上、受付の経験を持つ⽅は⼤歓迎

⽇本語の敬語の使⽤は問題なし

Company Description
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