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Job Information

Hiring Company
Drake Business Services Japan K.K.

Job ID
1553736

Industry
Business Consulting

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

Non-Japanese Ratio
About half Japanese

Job Type
Contract

Location
Tokyo - 23 Wards, Minato-ku

Salary
3 million yen ~ 4 million yen

Work Hours
9:00~17:30

Holidays
THHR

Refreshed
August 25th, 2025 01:00

General Requirements

Minimum Experience Level
Over 1 year

Career Level
Mid Career

Minimum English Level
Daily Conversation (Amount Used: English usage about 10%)

Minimum Japanese Level
Fluent

Minimum Education Level
High-School

Visa Status
Permission to work in Japan required

Job Description
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https://www.careercross.com/en/company/detail-448960
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* Operations:

= Routine inspections with checklist and take corrective actions to : HER #F v 7 ) X M EICREREBEOHIG

= Maintains physical space, ensuring a safe, clean, and functional environment. R £# £ S RIBFEEICEEB L T4 7 1 RROD
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= Ensures assigned equipment is in proper working order and available for use. E3 B E B DR E ST R

= Supports preventive maintenance schedules for buildings and equipment. ¥ ED TR X ¥ FF ¥ A KR— K

= Assist in maintaining and updating administrative policies and processes. B2 At 7O X DR - BEHF Do DY R—
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= Ensures safety standards are followed throughout the facility. @& EICEAT 24 K— b

= Participates on the emergency preparedness planning team and Health & Safety working group. B@F — L X ¥ /X—HR—
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= When needed, assist with the application for required environmental permits. % IZjix U T BIEHFEATOBEY R— b

= Maintains inventory of supplies; reorders as needed. XEE¥H A&, HELZDOF = v ¥ L7 Cisco Confidential =
Managing workplace waste disposal and recycling. I X458l - U ¥4 J L&

= Management and maintenance support for office equipment. 7 1 R{E@DER - HR—k

= Create and update operation procedures. XL —< 3> <=2 7ILDOIERK - B#H - Customer service: o Receives,
manages, and processes service tickets and order requests ensuring problems are resolved quickly. #1741 7 TR k4 —
EXFT v hOEBERE - ®ii

= When needed, act as liaison between employees and any outside contractors needed to resolve specialized problems. @
EILSCTHE IBFREEHAF—LA Y AA—DFEEYR— b - RO

= Uses company resources and portals to share Workplace communications amongst colleagues. #t*Y —/L#FIFE L T, %t
ERFOIAIa=/r—yav&ERLEERES

= Conference Meeting room & event support: Setup and reset before and after events or meetings. 1 X b - K7 B DHE
% - A

= Support the corporate events and office socials. ¥t N> kit

Required Skills
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Company Description
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