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Legal Secretary to 2 foreign lawyers
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A subsidlary of Careerfapantenier

Job Information

Job ID: 92735

Job Title: Legal Secretary to 2 foreign lawyers
Recruiter: Executive Support International K.K.
Division: Global Foreign Law Firm

Job Type: Full-time

Location: Tokyo - 23 Wards

Salary: 6.5 million yen ™

Date: October 10th, 2008 18:07

General Requirements

Employment Experience: Over 3 years

Career Level: Mid Career

English: Business Level

Japanese: Native

Education: Associate Degree/Diploma

Visa Status: Japanese national or permission to work in Japan required
Job Description

Duties:

handle incoming calls / schedule appointments and
meetings / organize travel / make Excel spread sheets
/ take care of visitors / do some research /
manage/monitor files / prepare reports / create
presentation materials using PowerPoint / prepare
invoices / manage database / handle mail / liaise

with foreign headquarters /

Requirements:
must have 2 to 3 years’ legal secretarial experience

TOEIC above 880 / AA or BA Degree required
great organization skills and prioritization skills
detail-oriented

a good?team player?



@ CareerCross

Company Description

Executive Support International 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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