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https://www.careercross.com/company/detail-500609
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Executive Assistant to CEO

This position is to support ESR Founder & CEO as Executive Assistant
There's another secretary based in Singapore, this position is to support CEO during his stay in Japan.

« Scheduling - Manage calendars by checking among executives, clients and other external partners, internally and
globally, among different countries

Phone calls and meeting arrangements

Travel arrangements (cars, trains, flights) including VISA preparation when required

Expense Report — Prepare corporate credit card & cash expenses

Legal Document — Prepare CEO’s signature and notarial certification when required



« Telephone — Answer telephone calls on behalf of CEO
« Filling — Organize and maintain CEO office filling system
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Qualifications and requirements

Management skills - Outstanding organizational and time management
Flexibility to match executive’s schedule

Strong mentality to support CEQ's schedule and work

Excellent MS Office knowledge, Outlook, Word, Excel, Powerpoint, Adobe
Excellent verbal and written communications skills (both Japanese and English)
Discretion and confidentiality

Experience More than 3 years work - experience as Executive assistant is ideal
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