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@ CareerCross

IVHC hﬂﬁl Pa.ge www.michaelpage.co.jp

[Administrative Assistant] 2 days WFH/flex time
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As an Administrative Assistant, ensure accurate product set up, and provide administrative support to the quality assurance
team. You will manage product data, communicate with key stakeholders, and assist with day-to-day administrative tasks.

Client Details

A well-established company in the retail sector, offering a stable and collaborative work environment. They pride themselves
on fostering professional growth, valuing clear communication, and ensuring operational excellence in all areas. This is an
excellent opportunity to work for a leader in their field without compromising work-life balance.

Description

« Input and validate product information in relevant systems with 100% accuracy.

« Ensure vendor data aligns with the buying team's information, including costs, delivery dates, and specifications.
« Validate product data, complete approvals, and issue SKN numbers post-final product inspection.

« Assist in maintaining documentation and support overall quality assurance operations.

Job Offer


https://www.careercross.com/company/detail-3648

« 2 days work from home.

« Flex time.

« Opportunities for Career progression.
« 15 days paid leave first year.

To apply online please click the 'Apply' button below. For a confidential discussion about this role please contact Shou Konno
on +81 3 6832 8637
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« Native level Japanese is required.

« Strong proficiency in Microsoft Excel, Word, PowerPoint, and other office tools.
« Detail-oriented with good communication skills and a collaborative approach.

« A background in retail is a plus, but not required.

AL

Michael Page is a leading professional recruitment consultancy specializing in the recruitment of mid to senior positions on
behalf of the world's top employers. PageGroup first established in London in 1976, and operates in 35+ countries
worldwide.

URL: https://www.michaelpage.co.jp/en
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