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Duties: prepare reports and legal documents / manage
confidential files / arrange meetings / handle
incoming calls / set up appointments / do some
translation

Requirements: must have previous secretarial experience with
foreign company (or foreign law firm) / prefer
legal experience but not required / must have 4-year
BA Degree / Word, Excel, PowerPoint / strong English
speaking and writing skills / proven word processing
and document production skills / ability to work well
in a team

CareerJapanCenter, KK, 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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