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PR/116901 | General Affairs and Secretary (Japanese-speaking N2, N1)_New set-up
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Position: General Affairs and Secretary (Japanese-speaking N2, N1)

Work Schedule: Monday to Friday, 9:00 AM - 6:00 PM
Location:Asoke

Business Trips: Once a month
Responsibilities:

« Interpret meetings with external staff to explore new business opportunities in Asia
« Translate documents between Japanese, Thai, and English
« Manage project and schedule management.

« Collect payments and remit funds.


https://www.careercross.com/company/detail-329504
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« Collaborate with the Japan office to advance project progress

« Provide overall administrative and miscellaneous support
Qualifications:

« Willingness to travel for business within Asia

« Strong communication and interpersonal skills, with a flexible personality

« Ability to handle multitasking

« Experience working with Japanese companies
« Open for New set-up company

AL



	PR/116901 | General Affairs and Secretary (Japanese-speaking N2, N1)_New set-up
	募集職種
	応募必要条件
	募集要項
	会社説明


