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Sales & Administrative Assistant (3-month, 3 days per week)
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« Receive incoming calls
« Perform daily sales administration and operations support to Sales team
« Support office administration and operations
« Perform ad-hoc projects as assigned
« Work Schedule: 3 days per week; 3-month contract
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https://www.careercross.com/company/detail-452687
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« Diploma or above related disciplines
« Proficiency in both spoken and written Japanese and English
« Good knowledge in MS office
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