
(Accounting+Language skills wanted) Operational Manager  独占求⼈

Working with Foreign Startups

募集職種

採⽤企業名採⽤企業名
GaienWest株式会社

求⼈求⼈ID
1511883  

業種業種
その他  

雇⽤形態雇⽤形態
正社員  

勤務地勤務地
東京都 23区, 渋⾕区

給与給与
500万円 ~ 650万円

勤務時間勤務時間
9:00-18:00 with 1 hour break -> eventually move to monthly flex

更新⽇更新⽇
2025年04⽉18⽇ 04:00

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
流暢  

⽇本語レベル⽇本語レベル
ネイティブ  

最終学歴最終学歴
⼤学卒： 学⼠号  

現在のビザ現在のビザ
⽇本での就労許可が必要です  

募集要項

Job description

Help with the incorporation of a new company for foreign business owners in Japan
Communication with clients for the management of monthly or yearly reporting for tax, payroll, accounting and other
legal requirements
Visits to client companies, banks, tax offices or other locations as required
Processing payments online and at the bank on behalf of clients
Translation of accounting or tax information (Japanese <-> English)
Management of IT tools, office supplies or filing papers at office
Reporting of cash flow, financial status as required by customers
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スキル・資格

Educational requirement: Bachelor or Masterʼs Degree in any relevant field

Professional Experience:

Five years of relevant professional experience required.
Experience in client relations and customer service management

Required skills:

Basic PC and iPhone knowledge
Microsoft Excel, Word, PowerPoint and Outlook
Fluency in spoken and written English and native level Japanese
Basic accounting knowledge
Ability to work independently while being part of a virtual, effective team.
Ability to conduct research to solve problems and execute solutions
Ability to manage multiple priorities and complete tasks/projects in accordance with
established deadlines
High level of punctuality, work ethic and discretion

Preferred skill

Boki qualification
Experience in using Freee accounting software
Lived overseas for several years, worked in both Japanese and international workplace

Salary: 450,000~550,000yen per month
Commuting fee: actual fee provided
Bonus: depends on company performance

Annual working days : according to the calendar
Paid holiday: as per labor law

Working hours: 9:00-18:00 with 1 hour break -> eventually move to monthly flex system
Work days: Monday to Friday
Overtime: 0~20 hours a month

Probation: first three months

Work place: Nakanishi bld 501, 5-29-11 Sendagaya, Shibuya-ku, Tokyo / home (2,3 days at
office, 2,3 days at home)

会社説明
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