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Our client is seeking a bilingual receptionist that can join their global working environment.
Roles/Responsibilities

Greet and welcome visitors and direct them to appropriate person and office

Direct visitors to the appropriate person and office

Answer, screen and forward incoming phone calls, providing first level of information/correspondence
Receive incoming deliveries and support office procurement/stocking

Support general office administration duties working with office manager

Report to overseas APAC HQ and support global projects
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Required skills

« Bilingual fluency in Japanese and English a must
« 2+ years of professional experience in office reception, office affairs, or equivalent role
« Confidence to communicate with external business partners and vendors
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