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Job Information

Hiring Company
Apex Group Japan K.K.

Job ID
1458010

Division
D54 TF7 Y MF—EZR

Industry
Other (Consulting and Professional Services)

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

Non-Japanese Ratio
(Almost) All Japanese

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards, Minato-ku

Train Description
Hibiya Line, Kamiyacho Station

Salary
4 million yen ~ 6 million yen

Work Hours
9BF00 ~17RF3040 (RREREE : 609 % VE— M7 — U PREHHEAHETY

Holidays
(F£@AH] 12560 [RER] L8R, HEH, %A, FRFEHRAKIB. Z0MH

Refreshed
May 7th, 2024 08:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Basic

Minimum Japanese Level
Business Level

Minimum Education Level
High-School or Below

Visa Status
Permission to work in Japan required


https://www.careercross.com/en/company/detail-409899
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Job description
- Copy documents
- PDF conversion for contract *
- Answer phone calls
- Sorting documents
- Arrange and reserve meetings
- Manage and arrange parcel deliveries
- Internal delivery of post items
- Assist with payments procedure
- Obtain prior approval for purchasing an office supply list
+ Arrangement of sealing *
- Going to the bank for payment
+ Purchase of stamps at the post office
- Manage the inventory such as stamps, stationaries and so on
- Visit Legal Affairs Bureau and clients
+ Handle reimbursed expenses

Manage the schedule of directors for sealing and certification
“*” means a huge volume
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