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Key Responsibilities/job description

1. Fulfillment Support
o Resolve package receiving problems.
o Facilitate effective communication between the Fulfillment and Backoffice Teams.
o Supervise special repacking operations and associated fees.

2. Customer Interaction & Support
o Be the go-to liaison for fulfillment-related customer concerns.
o Manage Cash on Delivery packages and let our buyers know about the costs.
o Sort out payment issues, coordinating re-delivery when needed.

3. Payments & Orders Management
o Manage payments, like those at convenience stores or post offices.

4. Disposal & Migration Management
o Supervise package migration (Blackship to Japan Rabbit) and keep accurate records.
o Handle product disposals and keep records updated.

5. Ad-Hoc Tasks & Coordination
o Assist team members with various operational challenges as needed.
o Occasionally, switch a weekend workday with a weekday.

6. Continuous Professional Development
o Improve your customer service, language, and other essential job skills.
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Skills & Qualifications

Strong command of both Japanese and English (written and verbal).

Demonstrated ability to take ownership, troubleshoot problems, and be resourceful.

Effective cross-functional collaboration skills.

Familiarity with various software tools, such as Airtable, Slack, spreadsheets, Notion, and help desk applications.
A proactive approach, adaptability, and a relentless drive for professional growth.

Preferred Qualifications

« Experience in logistics, warehousing, or related fields.
« A background in customer service.

« Experience in early- to growth-stage startups.

« Prior experience in eCommerce
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