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Job Information

Recruiter
JAC Recruitment Co., Ltd.

Hiring Company
Smith Japan& E&#t

Job ID
1522875

Industry
Specialized Import, Export

Company Type
International Company

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards

Salary
6 million yen ~ Negotiable, based on experience

Work Hours
09:00 ~ 18:00

Holidays
(BiaRER] BRRIEEAHEETEISHEINET Att75s ABICRRMEI0BULE [AB) =£BAZAH £ B
WA G...

Refreshed
April 17th, 2025 20:00

General Requirements

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
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Responsibilities
+ Provide administration and clerical support to all office administration routines including answer screen and forward

incoming phone calls notifies company personnel of visitor arrival receive deliveries sort and distribute incoming mail etc.

+ Provide system administration support to sales team.

+ Updating and maintaining trading systems.

+ Preparation of daily bi monthly and monthly reports.

- Helping managers scheduling meetings follow up tasks deadline.

- Taking meeting minutes and summarizing meeting notes for internal meetings.
+ Any ad hoc projects

Required Skills
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- Degree holder with 5+ years of administrative working experience.

+ Good PC skills including MS Word Excel and PowerPoint.

- Well organized detail minded proactive self motivated with good interpersonal skill.

+ Mature pleasant responsible self discipline.

- Ability to handle work independently structurally systematically and in a fast paced environment.
- Good team player.

- Native Japanese and Fluent English.

Company Description
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