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https://www.careercross.com/company/detail-46426
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A full-time opportunity exists for a Sales Support Administrator in our Tokyo office.

The Company

An exciting opportunity exists for an outstanding Sales Support Administrator to join this fast-growing multinational staffing
consultancy based in Japan. Robert Half Inc. has been selected as a Fortune® Most Admired Company™ for 26
consecutive years and is the only company in its industry to achieve this distinction. It is currently experiencing outstanding
business performance and growth across Japan market. Great chance to utilize your English skill and administrative
experience and skillset.

Responsibilities
Your main responsibilities will include:

Data entry

Formatting resumes to adhere to company standards
Organising job advertisements for internet and trade publications
Answering and directing incoming telephone calls

Reception handling

Documentation

Other ad hoc duties as requested.

Your Profile

« You must be highly professional and efficient with an ability to work under pressure and maintain accuracy and
attention to detail.

« At least one year experience in a similar role is essential as is a full working knowledge of the Microsoft Office suite.

« At least conversational level of English skill is a mandatory along with fluent level of Japanese skill.

« Proactive attitude with proper business manner.

Location

Tokyo Office (Otemachi, Chiyoda-ku, Tokyo)
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Salary

A competitive salary with excellent benefits will be offered to the successful candidate.
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Your Profile

« You must be highly professional and efficient with an ability to work under pressure and maintain accuracy and
attention to detail.

« At least one year experience in a similar role is essential as is a full working knowledge of the Microsoft Office suite.

« At least conversational level of English skill is a mandatory along with fluent level of Japanese skill.

« Proactive attitude with proper business manner.
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