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Job Information

Hiring Company
MetroResidences Japan K.K.

Job ID
1530888

Industry
Real Estate Brokerage, Management

Company Type
Small/Medium Company (300 employees or less) - International Company

Non-Japanese Ratio
About half Japanese

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards, Minato-ku

Salary
4 million yen ~ Negotiable, based on experience

Salary Bonuses
Bonuses paid on top of indicated salary.

Work Hours
9:30~18:30

Holidays
sE2BER28% (EBA#A) . EREHREB/EI0BE L. ZORIZESICHVIEN. SHRAR (Bf) £58

Refreshed
April 11th, 2025 04:00

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
Fluent

Minimum Education Level
Associate Degree/Diploma

Visa Status
Permission to work in Japan required

Job Description
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Role Overview:

This position plays a vital role in ensuring the smooth operation of our property portfolio by handling various administrative
and operational tasks related to property owners (individuals and corporations), while collaborating closely with both internal
and external stakeholders.

You will be responsible for a wide range of tasks such as contract support, revenue reporting, and property maintenance
coordination, while building strong relationships with owners through consistent communication.

In addition to daily operations, we expect you to contribute to improving workflows and establishing better systems for
information and process management. This is a role with significant autonomy, where you’re encouraged to propose
improvements rather than just follow routines.

Our team includes members from diverse nationalities, and you'll have opportunities to collaborate in English with our
overseas teams. Although a back-office role, you will frequently interact externally, making you a trusted face of the
company.

Responsibility

Preparation and issuance of revenue reports for property owners

« Regular communication and coordination with property owners
« Support for contract renewal procedures (including negotiation assistance when needed)
« Coordination of maintenance and repair issues in collaboration with internal teams
« Collaboration and information sharing with the Customer Support Team (CST)
« Communication and coordination with overseas headquarters (English usage required)
« Administrative support for executives and managers
« Management of contracts, property keys, and related operational systems
« Handling of complaints and issue resolution
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Qualifications:

M Required Qualifications (Must)

« Atleast 1 year of experience in sales administration or a related role (e.g. sales support, customer success, general
affairs)

Basic PC skills, including Google Workspace, email, and chat tools

High attention to detail and accuracy in administrative tasks

Strong interpersonal communication skills with both internal and external stakeholders

Ability to prioritize and manage tasks independently

Comfortable reading, writing, and holding basic conversations in English (daily conversation level)

M Preferred Qualifications (Nice to have)

Experience in the real estate industry (e.g. contract management, brokerage)

Familiarity with handling numbers and documents, such as contracts and administrative reports
Experience working independently in a small team, with a strength in multitasking

Experience in streamlining workflows and creating manuals
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