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Job Information

Hiring Company
Drake Business Services Japan K.K.

Job ID
1581650

Division
Industry

Temp Agency, Outsourcing

Company Type
International Company

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards, Minato-ku

Salary
3 million yen ~ 4 million yen

Work Hours
08:30~17:30

Holidays
TRBEAR_BH (£BH)

Refreshed
March 30th, 2026 00:00

General Requirements

Minimum Experience Level
Over 1 year

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Fluent

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

Page 2 of 2

BESZ I / Receptionist %A &R AXFEEHEEIE Y %

Receptionist/Admin coordinator:
EEXR IS
o REEZRBEFTIRIA—MT 2,
o HHEANERET D,
o MAYEHR LELEKET 2,
REREBFE
o BAFHUERNICZDFRMRVETRYI—H— FEERFADORKREFADRY KL,
RBED T ERHE

e EIF— U—0vav T IUVKF—LNFOHRBEOREVWEDEED, HARUTABOFEDRBOFNEEES
%,

o FHORET  HEFLOHERICEDE, BEBREFHNEERIITAICANT S,

o« "TAMKR—=R, ZUyTFv—hr, PC, 2V h— RAVI— 49, RT 4 ILZONEMG ML
Ty N7y TEIT,

- RBEJCICHIARLERASEZBREETY 2,
ZNEH
o BRFRHBPICZDOFRURVEERU N —TAOREEZH T 2%EH.

o REA—RADTAZKEL., REORHEL - KAZEEL, BIHETOFHI A MEREL. FHOBREZER
%,

o FHDNARVHEEICIE, HYEICERE L, AZOTSZEERT 2,
. BESRNLE, EVS—RIDA-REELHT,
e EVY—AN—ROEEEERETD

1Al

o« Rt 14

Required Skills

Required skills :

« Reception and telephone service
« English conversation (email, business calls, etc.)
« Basic PC operation (mainly e-mail, input to conference room reservation system)
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