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[Administrative Assistant - ¥ 4~6M)
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Join a fast-growing company as an Administrative Assistant, playing a key role in business growth. Work closely with the
Japan Manager to ensure organizational efficiency and effectiveness.

Client Details

Our client is a dynamic and rapidly expanding company that has recently entered the Japanese market. They offer a
collaborative and innovative work environment, providing opportunities for professional growth and development.

Description

« Manage and maintain a well-organized office environment, including supplies and facilities.

« Provide comprehensive administrative support, including scheduling meetings, managing calendars, and arranging
travel.

« Serve as the primary contact for internal and external communications, handling inquiries via phone, email, and in
person.

« Assist in the creation, formatting, and distribution of documents, reports, and presentations.


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

« International and collaborative working environment
« Located in central Tokyo with good work life balance

To apply online please click the 'Apply' button below. For a confidential discussion about this role please contact Saki
Kanematsu at +81 3 6832 8904.
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« Bilingual in English and Japanese

« Experience in an administrative or secretarial role.

« Proficient in MS Office Suite (Word, Excel, PowerPoint) and other office software.

« Collaborative and proactive mindset, with the ability to work independently and as part of a team.

AL

Our client is a dynamic and rapidly expanding company that has recently entered the Japanese market. They offer a
collaborative and innovative work environment, providing opportunities for professional growth and development.
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