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oooo: Note: 20 paid holidays per year ! (This is in addition to
National Holidays)

Misc: previous experience as a secretary in a law firm
preferred / must have strong English skills / high level
of experience working with documents in Word
preferred / support foreign lawyers /
schedule meetings and appts / help prepare
business documents / handle incoming calls /
looking for a &quot;flexible&quot; candidate who is happy
to carry out administrative tasks in addition
to the secretarial support duties

oooo: CareerJapanCenter, K.K,, is a professional career development organization.

Since 1998 we have been providing bilingual secretaries and administrative support
staff to foreign firms in Tokyo.

Through our partnership with a major executive search firm, CareerJapanCenter
also places candidates in professional career positions.

CareerJapanCenter works closely with several universities in the USA and Japan - to
assist their students in obtaining employment with foreign firms in Japan.
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