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KEY TASKS & RESPONSIBILITIES

Execute day-to-day shipment and delivery for planned on-site technical service and self-service customers to ensure
accurate and timely delivery

Input customer orders and conduct shipping validation in different systems

Handle import declaration and duty payment

Responsible for material return handling process and update in system

Work with 3rd party logistics vendor closely on delivery, inventory management and quality control

Conduct on-site stocktaking at 3rd party logistics facility and update accurate inventory record on regular basis
Coordinate with Technical Services Representative and Sales team to ensure customer satisfaction

Provide sales administration support to Sales Team

Ad hoc projects and tasks assigned by Operations Director and Logistics & Planning Supervisor
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SKILLS & QUALIFICATIONS

Diploma or above in sales, supply chain management or business administration
2 years experience in customer services and/or sales administration in Japan
Experience working in a US MNC would be advantageous

Well organized, service and people oriented

Good problem-solving skill

Sense of urgency and result driven

Excellent team player and good communicator

Self-starter with good initiative and able to handle multiple tasks simultaneously
Experience in ERP & CRM systems would be advantageous

Proficiency in Microsoft OS skills and knowledge

Native Japanese or JLPT N2 above. Good command of spoken and written English is an advantage
Immediate available preferred
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