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Job Information

Recruiter
JAC Recruitment Co., Ltd.

Hiring Company
CRENERE N 4 RIEE - )

Job ID
1522632

Industry
Other (Medical, Pharmaceutical)

Company Type
International Company

Job Type
Contract

Location
Tokyo - 23 Wards

Salary
5.5 million yen ~ 7.5 million yen

Refreshed
February 20th, 2025 10:19

General Requirements

Minimum Experience Level
Over 1 year

Career Level
Entry Level

Minimum English Level
Fluent

Minimum Japanese Level
Fluent

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required
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https://www.careercross.com/en/company/detail-430224
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Business Administrator, Sales - 1 Year Fixed Term Contract - Tokyo
About the role:

We are seeking an experienced and motivated Business Administrator to support our Sales team in Japan on a 1 Year Fixed
Term Contract.

The successful candidate will play a critical role in performing administrative sales tasks including verifying customer
information, following up on existing accounts and assisting with qualifying new leads when required.

This position will be based in Tokyo and will require strong communication skills (in both Japanese and English), coupled
with the ability to collaborate cross functionally within a global organisation particularly with the commercial and operational
teams as well as external partners.

What you will be doing:

Provide administrative assistance to the sales team

Prepare necessary documents, including quotations, invoices, and delivery notes

Generate certificates for tenders as required

Address customer enquiries through email, telephone and face-to-face interactions

Support the collection and distribution of replacement parts as necessary

Engage in effective communication and collaboration with customers, dealers, and various internal teams
Oversee multiple internal projects to ensure adherence to strict deadlines

Assist in the qualification of new leads and potential business opportunities

Update and maintain information in the CRM system (Salesforce) and communicate data changes to internal
stakeholders and dealers

Required Skills
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Minimum Requirements:

Proficiency in Japanese and comprehensive knowledge of the Japanese culture

Previous work experience in a sales or commercial administrative position

Good English language skills for effective communication within an international team

Familiarity with commercial business operations and the sales lifecycle

High-level expertise in MS Office applications and business documentation in Japanese

Excellent organizational skills with the ability to prioritise and meet tight deadlines

Strong relationship building, communication, and active listening skills

A collaborative team member with a robust work ethic, dedicated to representing the company and team with
professionalism and respect at all times
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Preferred Skills and/or Experience

« Bachelor’s or Master’s degree in biology, biotechnology, immunology or related field
« Familiarity with CRM tools (SFDC) and lead generation methodologies

Company Description
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