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Job Information

Recruiter
ACS Japan

Job ID
1518943

Industry
Automobile and Parts

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards

Salary
8 million yen ~ 10 million yen

Refreshed
January 31st, 2025 09:34

General Requirements

Minimum Experience Level
Over 6 years

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Fluent

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

A global company is looking for bilingual Office Manager for their Japan office.
The Role:

Office management in general

Office equipment management
Vendor management

Business related to office renovation
Provide Sales Administration Support
Office admin staff management
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https://www.careercross.com/en/company/detail-234466
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Required Skills

5~10 years of experience in office management and general affairs
Those who can respond calmly under any circumstances

Anyone who can communicate flexibly with anyone and work proactively
Excellent communication and interpersonal skills

Japanese Language Skills: Fluent (JLPT N1 or above)

English Language Skills: Business

*If you have any questions or need more information, please do not hesitate to contact us.
*Jing Liu | E-mail: jing.liu@acsjapan.jp
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