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https://www.careercross.com/company/detail-665

(position] Office Supervisory and Executive Assistant/ #8754t KRE

(ERE] ZWita (BN

Report To: VP/MD, Japan/ (dual line) Manager, Facilities & Administration « Corporate Functions

[Main Role/Responsibility %1% %] - 184 255)
Office Supervisory # 7 1 R Z—/8—/34 #'1) —(40%)
+Daily office operations management
+Facility management & Compliance.
*Manage new employee on boarding and provide off boarding assistance
*Purchase and maintenance of office equipment.
*Support of group assistant (arrange meetings)
*Translation support (Japanese / English)
*Coordinate company events
*Communication with regional team
+Flight tickets and hotel arrangement for overseas business travelers
*Payment related support (SAP, Concur, Vendor registration)
*Urgent business support
*Maintain relationships with business group
*Manage office budget and control spending
*Vendor management and procurement for office services
*Monitor office supplies, order new stationery, furniture, appliances as required
*Organize maintenance companies
*Event planning and organizing (work together with regional team/local team)
*Project Manager for full cycle of office rent, expansion & extension
*Keep a close connection with HQ
Office Environment Compliance # 7 4 RBIEIAY T34 7V R (10%)
*Take in charge of fire protection/disaster prevention plan and execution

+other office environment related compliance tasks

Executive Assistance & 275(30%)

*Executive secretary to Japan VP/MD

+Visitors Support (arrange accommodation and translation)
*Executive support related tasks

*Tasks and activities assigned by Executive

Leadership team support (15%)
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» Manage scheduling, arrange both domestic and oversea business partners

* Prepare reports and presentations

» Work closely with relevant organizations and maintain healthy working relationships
* Provide additional secretarial support wherever necessary

Others (5%)
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About en world

en world is a group of recruiting consultancies specialising in professional and managerial roles. Operating from 3 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]
9F Umeda Center Building, 2-4-12 Nakazuki Nishi, Kita-ku, Osaka-shi Osaka 530-0015
TEL: 03-4578-3500

[Nagoya Office]
7F Ichigo Marunouchi Building, 3-17-13 Marunouchi, Naka-ku, Nagoya Aichi 460-0002
TEL: 03-4578-3500
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