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Excutive assistant in international systems company
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Be the “go-to” person “in-the-know” to facilitate communication and solutions for the executive, Management team and 3DS
customers.

- Maintain complex and dynamic schedules for manager, visiting customers, partners and guests
- Act as a liaison for and with executives; including internal and external clients
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- Anticipate needs and realign personal agenda to reach goals.

- Coordinate extensive worldwide travel arrangements, process expense reports

- Manage departmental expenses through eProcurement systems

- Coordinate executive presentations

- Manage and prepare internal and external events; participation in and/or support for large-scale events
- Provides incidental support to direct reports as needed.
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- MS Office Y —JL (Word, Excel, PPT)
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About en world

en world is a group of recruiting consultancies specialising in professional and managerial roles. Operating from 7 countries,
we support global companies’ recruitment needs through our Asia Pacific network.

About en world Japan

en world Japan supports globally-renowned international and Japanese companies to hire professionals and managers. Our
recruitment consultants specialise across both function and industry resulting in deep market knowledge and focused search
results.

en world Japan was founded in 1999, operating as Wall Street Associates and specialising in financial services recruiting.
We expanded our coverage and service in response to our customer needs. In 2010 we became a group company of en-
japan inc.,a leading internet-based provider of recruitment services in Japan.

en world Japan K.K.
http://enworld.com/jp-en

[Tokyo Office]
12F Tokyo Square Garden 3-1-1 Kyobashi, Chuo-ku Tokyo 104-0031
TEL: 03-4578-3500

[Osaka Office]
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4F Maruito Nishiumeda Building, 3-3-45 Umeda, Kita-ku, Osaka-shi, Osaka 530-0001
TEL: 06-7777-1350

[Nagoya Office]
8F RICCO Sakae, 3-14-7 Sakae, Naka-ku, Nagoya 460-0008
TEL: 052-990-2060
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