
Administrative Assistant - Private Equity

Administrative Assistant - PE firm

募集職種

⼈材紹介会社⼈材紹介会社
マイケル・ペイジ・インターナショナル・ジャパン株式会社

求⼈求⼈ID
1529156  

業種業種
プライベートエクイティファンド・ベンチャーキャピタル  

雇⽤形態雇⽤形態
正社員  

勤務地勤務地
東京都 23区

給与給与
700万円 ~ 900万円

更新⽇更新⽇
2025年03⽉26⽇ 17:52

応募必要条件

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
ネイティブ  

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
⽇本での就労許可が必要です  

募集要項

You will be providing critical support to executives across Tokyo and Hong Kong. This is an exciting opportunity to be part of
the firm's newly established Tokyo office, following their recent entry into the Japanese market. Contribute to the success of
a leading investment firm known for its commitment to excellence and client service.

Client Details

The company is a globally recognized financial advisory firm offering strategic advisory, shareholder advisory, restructuring,
and fund placement services. With a diverse and inclusive culture, they are dedicated to empowering professionals and
delivering world-class service to clients worldwide.

Description

Manage executives' calendars and coordinate meetings with clients and internal teams.
Act as a primary point of contact, maintaining relationships with clients and stakeholders.
Draft, send, and respond to correspondence on behalf of executives.
Maintain and update the CRM database.
Prepare and print high-quality presentation materials.
Arrange complex travel plans, ensuring cost-effective and timely bookings.
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Handle sensitive information with confidentiality and discretion.
Provide occasional personal administration support to executives.
Support general office management and collaborate with other assistants when needed.

Job Offer

Work at a renowned global advisory firm.
Be part of the newly established Tokyo office.
Gain exposure to international business operations.
Collaborate with a team of seasoned financial professionals.

To apply online please click the 'Apply' button below. For a confidential discussion about this role please contact Linh Nguyen
on +813 6832 8697.

スキル・資格

Administrative experience in financial services or legal environments.
Strong organizational skills, capable of managing multiple priorities under pressure.
Excellent communication abilities in both Japanese and English
High attention to detail with a proactive and solution-oriented mindset.
Professional demeanor with strong interpersonal and problem-solving skills.
Proficient in Microsoft Office Suite.

会社説明

The company is a globally recognized financial advisory firm offering strategic advisory, shareholder advisory, restructuring,
and fund placement services. With a diverse and inclusive culture, they are dedicated to empowering professionals and
delivering world-class service to clients worldwide.
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