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@ CareercrOSS by JAC Recruitment

GO enworld

(BE#4 1,800] Administrative Assistant @FMCG company

Job Information

Recruiter
en world Japan K.K

Job ID
1526612

Industry
Other

Company Type
International Company

Job Type
Temporary

Location
Tokyo - 23 Wards, Minato-ku

Salary
Based on hourly rate

Hourly Rate
1800M + RXEH

Work Hours
9:30~18:00

Refreshed
March 13th, 2025 19:56

General Requirements

Minimum Experience Level
Over 1 year

Career Level
Mid Career

Minimum English Level
Daily Conversation (Amount Used: English usage about 10%)

Minimum Japanese Level
Native

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description
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- Update/reconcile information on the access control system/safety confirmation system/building’s visitor
management system/SharePoint (SSMT, ERP, Fire Brigade, etc.)
- Grand/revoke access rights at request
- Account management (safety confirmation system/building’s visitor management system)
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- HQ inventory (including MCA radio, satellite phone, power bank)
- Shipment to Expats and Field employees (company car emergency Kit)
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- Issuance of ID/Security card to new hires
- Collection of ID/Security card from resigning employees
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- Quarterly Safety Confirmation drill
- Bi-annual evacuation drill
- Fleet monthly online training
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- Responding to employee questions (in Japanese and English)
- Sharing Fleet monthly accident/violation data with stakeholders
- Security & Safety briefing email for new hires
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Required Skills

(KRB 2F))

Excel : EAMLRREHATEZZ RAEMREITN TV IEAMEBILRVLARIL)
Word : B RERMERNTE S

PowerPoint : BB LERMERNTE %

SAP : ERTEnIE A

(Ko BHEEN]

FERICREH L EBERAR ORENERTED
A% - A—JLICTRERVWEDED—FZAHNHES
HERY 7 MO TBRAXENEITD

[Z D]

Confidentiality D& WA,

IR TOREICODVWTRSN WA,

T4 RAR—ZFBEE B> THYETH, —PREFICHEWVWTIE. 1QOS DEANZEHOLNTWVWET, M. 23 Bl
IQOS A FATE B AR—ZANRITONTWVWET,

B TIE., SRAOFEDORHEHETS, (IN—T7F—T754F—] #EHELTHYET,

Company Description



	【時給 1,800円】Administrative Assistant @FMCG company
	Job Information
	General Requirements
	Job Description
	Required Skills
	Company Description


