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@ CareerCross

$# JP-Career

Looking administrative assistant and paralegal candidates

Job Information

Recruiter
SK Global Co Ltd

Hiring Company
leading global Law & IP firm

Job ID
1244597

Division
legal

Industry
Legal

Company Type
Small/Medium Company (300 employees or less) - International Company

Non-Japanese Ratio
Majority Japanese

Job Type
Permanent Full-time

Location
Japan

Salary
4.5 million yen ~ 8 million yen

Salary Bonuses
Bonuses paid on top of indicated salary.

Work Hours
9:00 ~ 17:00

Refreshed
April 16th, 2024 03:00

General Requirements

Minimum Experience Level
Over 1 year

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Native

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required


https://www.careercross.com/en/company/detail-413811

Job Description

We are looking administrative assistant and paralegal candidate in Tokyo

International Law firm is hiring
We are seeking team players who communicate well,

and are able to respond flexibly in a fast-paced environment and when dealing with an expanding and changing field. The
ability to perform detailed work quickly and accurately is also essential.

We believe that the individuals most likely to feel comfortable on the team will be those of age 40’s or younger.

While the gender of the candidate is not important, as discussed above, we seek individuals who can work closely with both
attorneys and other staff members and, in particular, deal with busy seasons.

Estimated Annual Salary Range:

While the salary will vary based on such things as experience and qualifications, we expect the salary range to be between
4.5 million yen and 7.5million yen. (including various allowances)

Please let me know if you are interested We are able to arrange a zoom interview

Required Skills

Requirements:
- A graduate of a four-year university, at minimum. (Any department or major is acceptable.)
- PC skills are essential (Word, Excel, PowerPoint)

- While not required, experience in crisis management, including fraud investigations, and experience working in
investigative organizations are highly valued.

- We also welcome candidates who are certified fraud examiners, even they have no practical experience.

- Our selection of candidates will be based upon a comprehensive assessment of personality, experience, ability, and
aptitude.
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