
PR/158154 | Confidential Secretary for Japanese Speaker

募集職種

⼈材紹介会社⼈材紹介会社
ジェイ エイ シー リクルートメント マレーシア

求⼈求⼈ID
1509039  

業種業種
⾃動⾞・⾃動⾞部品  

雇⽤形態雇⽤形態
正社員  

勤務地勤務地
マレーシア

給与給与
経験考慮の上、応相談

更新⽇更新⽇
2024年12⽉11⽇ 15:24

応募必要条件

職務経験職務経験
3年以上  

キャリアレベルキャリアレベル
中途経験者レベル  

英語レベル英語レベル
ビジネス会話レベル  

⽇本語レベル⽇本語レベル
ビジネス会話レベル  

最終学歴最終学歴
短⼤卒： 準学⼠号  

現在のビザ現在のビザ
⽇本での就労許可は必要ありません  

募集要項

Company and Job Overview
A leading manufacturer and distributor of high-quality Motorcycles is currently seeking a highly skilled Confidential Secretary
who is proficient in Japanese. This role involves providing comprehensive administrative support to senior executives,
managing sensitive information with the utmost discretion, and facilitating communication across various departments. The
ideal candidate will possess excellent organizational skills, a keen attention to detail, and the ability to handle multiple tasks
efficiently. 

Job Responsibilities
Confidential Secretary to Officer.
Assist the Officer in managing daily administrative tasks, including work diaries, meeting schedules, and travel
arrangements.
Coordinate and maintain executive schedules/calendars, arranging appointments and meetings.
Ensure effective time management and smooth scheduling.
Serve as the Japanese interpreter between C-suite executives and local management.
Record meeting minutes and ensure follow-up on action items within agreed timelines.
Maintain clear and effective filing and record-keeping systems.
Support travel arrangements for Japanese expatriates.
Undertake additional projects, tasks, and duties as assigned by the superior.
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https://www.careercross.com/company/detail-329505


 
Job Requirements

Bachelor’s degree in Business Administration, Secretarial Studies, or a related field.
Proficiency in Japanese (JLPT N1/ N2) and English, both written and spoken.
Ability to work independently and as part of a team.
Willingness to learn and adapt quickly.
Fresh graduates are encouraged to apply.

 
Benefits

Additional compensation for proficiency in Japanese
Opportunities to transfer to other divisions within the company.
Comprehensive training programs to support career growth and skill development.
Extra percentage contribution to the Employee Provident Fund (EPF) to support long-term financial security.

 
Apply online or feel free to contact me directly for more information about this opportunity. Due to the high volume of
applicants, we regret to inform you that only shortlisted candidates will be notified. Thank you for your understanding. 
 
#LI-JACMY

会社説明
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