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https://www.careercross.com/company/detail-410825
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The event coordinator will formulate events planned by the client or requested by the client, and coordinate and
manage them in cooperation with the client and manager for smooth implementation. In addition, they will be
involved in other projects to global standard security measures.

YBilinguals looking for a challenge in a new position
7¢A wide range of experience is welcome
7 No experience necessary, ho experience required
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Work with the client and our security team to implement events and participate in projects to develop and manage
planning.

Event management (schedule, venue, security personnel coordination, etc.)

Participate in projects to address global standards

Progress management of events and projects

Prepare reports, presentations, etc.

Participation in client meetings

Invoice and budget management

(4 Ry NEFEME / Summary of work]

BADOEX1) T 1 F—Lik BEOERER (FBE. XK - BEBAOXK. FHERE) O, I—RL—bEFa
D74 (A N—EME., AREANDOHE. SDCsADEIEAE) OXBEEVWES, FA—\hsDI—RL—kt
FaYFABEEDTOS Y MIEADLBISATY NF—LDYR—r, TSVEE. BRERFICEDLY 9, £/, 7
SATYRMRYIDPRLA—RIZEFTTESREIYR—PM, I—FTa1R—~ (BBFE. EF21) T4 RY v I7ERBBHE
BRIV IFRE) #9FAT U NF—L, X1 T 4 F—LEBRALETLES, ¥*XRKIPavIABEHLBAAR
V=Bl FEHDOARY I, AVIFLYVR BRAEIVI—PERAEBVEARY b, BER FEEEEEIRY NS

Our security team is responsible for responding to corporate security (countermeasures against cyber-attacks, legal
amendments, SDGs initiatives, etc.) in addition to regular facility security (response to suspicious persons, fire and
emergency situations, preventive alerts, etc.). This position will be involved in supporting client teams involved in corporate
security-related projects from a global perspective, developing plans, preparing materials, etc. In addition, this position will
work with the client team and our security team to support and coordinate the smooth execution of client events (arranging
venues, confirming the location of security staff, arranging staff, etc.). Examples of events this position may be involved in:
seasonal events, conferences, events with international visitors and celebrities, dinner parties, trade union-related events,
etc.
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Time management
Organisation

Attention to detail

Customer service skills
Strong communication skills
Interpersonal skills
Leadership skills

University degree (as this position will involve making proposals and negotiating with clients to resolve issues)
Fluent in English and Japanese (in addition to the above, to participate in client meetings)
Experience working in a professional office environment

Proficiency in PC (Excel, Word, PPT, etc.)
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Ability to build strong relationships with clients and our team.
Additional skills

Time management
Organisation

Attention to detail

Customer service skills
Strong communication skills
Interpersonal skills
Leadership skills
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