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Account Coordinator

Job Information

Hiring Company
J-Screen K.K.

Subsidiary
HireRight/J.Screen

Job ID
1533799

Industry
Other

Company Type
Large Company (more than 300 employees) - International Company

Non-Japanese Ratio
(Almost) All Japanese

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards, Shibuya-ku

Salary
4 million yen ~ 4.5 million yen

Salary Bonuses
Bonuses paid on top of indicated salary.

Refreshed
November 10th, 2025 04:00

General Requirements

Minimum Experience Level
Over 1 year

Career Level
Entry Level

Minimum English Level
Business Level (Amount Used: English usage about 75%)

Minimum Japanese Level
Native

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

The Account Coordinator will ensure response and resolution of numerous customer issues to achieve the highest level of
satisfaction and product understanding for HireRight's largest clients. The role requires interaction with various customer
contacts to facilitate problem resolution and escalate issues to appropriate personnel within HireRight. The Account
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Coordinator works with the HireRight Team to proactively monitor issues and improve HireRight product/service delivery
prior to customer impact.

Responsibilities include:

Ensure a prompt and accurate response to client-specific issues;

Monitor all inbound enquiries (domestic and international, where applicable)

Monitor issues submitted to Product/Development and ensure committed resolution timelines are delivered

Monitor invoice-related changes or issues

Monitor of domestic and International searches and expedite background screening report delays

Monitor operational guidelines to ensure background reports are being processed in accordance to those guidelines
Ensure additional information/documentation submitted by the client or client’s applicant is updated to the report in a
timely manner and ensure report notes are updated with current and accurate detail noting receipt of information
Serve as a liaison between HireRight and customer on problems or issues that arise

Provide administrative support to extended Account Management function as needed

Monitor product performance via capturing data on reported issues

Report data trends proactively to AM and Operations personnel

Develop/maintain long-term business partnerships with clients
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Required Skills

Experience:

« 1 year Client / Customer Service

Knowledge and Skill :

Can generate reports via Excel and relevant tools

Intermediate skills with Microsoft PowerPoint preferred

Professional Presence; Ability to work with people in multiple roles in a company

Understands the importance of the customer and the influence of own role in delivering customer satisfaction;
Understands customer needs.

Must listen to and accurately communicate with customers in an effective and tactful way.

« Provides prompt, reliable, and responsive service to all customers.
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