& DRAKE
BUSINESS SERVICES ASIA

Japan

RN R BB KERERBSEERR

Job Information

Hiring Company
Drake Business Services Japan K.K.

Job ID
1579538

Division

Industry
Contract Research Organization

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

Non-Japanese Ratio
Majority Japanese

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards, Chuo-ku

Salary
3.5 million yen ~ 4 million yen

Work Hours
9:00-18:00 (£%588FH)

Holidays

- EeBG2AH (£ - B -8R - BRAR - BRAR - BRAR

Refreshed
March 6th, 2026 15:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level (Amount Used: English usage about 25%)

Minimum Japanese Level
Native

HEOHRAEELR (REFEDHY)

Minimum Education Level
High-School

Visa Status
Permission to work in Japan required
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https://www.careercross.com/en/company/detail-448960

Job Description
B IREBERE
1. General Administration (¥2%%)

« Stationery and office amenities
XEEBLUA 7 1 A EmOEEERE, EEMR. REYR—b
« Business cards
BRI DFETHETS
« Office check
#7414 ZAKE - Rig
« Confidential waste
W E D BEFEFR
« Contract Management (if any)
ZHEE (BET2HA) T —IN—XEEOH
« Maintenance related
FT—F—BLUEERV Y- EHEL, A VT RAERERE,
BIEPTESGREBORY ¥ —~DEE
« Employee supports
wEBYR— NS
« Invoice management
FEEXBEE B R E DA - VIS
« Expense controls
FM (772 UFaRxIAV M) BEERAOER
« Vendor management
F74 ZAY—ER/FMEERY §—DERE
« Others
BRBRRGONBES LTI T4 TV hADESE

2. Reception (Zfi)

« Guest services
KEHERES & CEHRRED RFRAEERDRME

« On-phone services
RREFNES L B RIBYE EBEAOIURE

« Meeting room management
REBEEFNOSES L FERBRORREE

« Security card (Before Japan)
BARAHBIOREBICHT 2+ T4 H— NEHE

« Security card (Building)
EIVRIRTOEX2) 71 A— REE

« Security card (Temporary)
BABBFOMKEES L RKFERIT—FHL— ROFETHR—

« Mail services
ERABEYDOZE - £9 1 - FEFE
BEA—IWRT—avhbDL sy — - EERME - FEOEUX

« Rental wifi
EERRS L CIRHNERE

3. Housekeeping (4 - £HEME)
« Office safety and tidiness
F74 ARDRES L UBEEBEROER
4. Pantry (/R> b1V —)
« Snack & beverages
Ry M) —HOEER - RBOKEB L UTHTE
MBI U THTTHESE & O REEE
« Pantry equipment maintenance

AV RS T-(0)=: f=v
FT—F—BLURV S - DERE - FEATBFE

5. EHS

(RIR - R - &%)

Required Skills

| ZEJIE -7 -

o TZZHTIMWEWELEZLETODT, BN - BBEOTERN2FULEHDH

« Microsoft Office DEAIEIE

o RFEBEI AT LVPEEL T 1 Y —ILOFERZER
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e MBARERETEIXZASEBVWIIa - r—>Y 3 Vi

. SREBICHABLWTO7 Ty aFILRERE LA

Company Description
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