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Key Job Responsibilities

« Assist investment professionals in administrative work including schedule management, handling of visitors, arranging

business trip and expense processing.

« Work on general affairs in the investment team. (BiExt i, EMEMECR. EEDITEA.

nE)
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« Data management and preparation for meeting & reporting materials.
« Documentation management for the investment division. (—Ep3ER27R EH AW £IH, FBICEHZ IV TS5 - K#H
MARMEIEAETT)
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« PC skill such as excel, power point, word.
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« Good communication skill in both Japanese and English (communicating with foreign customers)
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