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Job Information

Hiring Company
Drake Business Services Japan K.K.

Job ID
1582694

Division

Industry
Software

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

Non-Japanese Ratio
Majority Japanese

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards, Chiyoda-ku

Salary
3 million yen ~ 4 million yen

Work Hours

27 Ml B3 08:30~17:30, H&F9:00~18:00, iEFE9:30~18:30 Tz - WERL

Holidays
SEBRARZBE (XAH%)

Refreshed
March 18th, 2026 12:33

General Requirements

Minimum Experience Level
Over 1 year

Career Level
Mid Career

Minimum English Level
Daily Conversation

Minimum Japanese Level
Native

Minimum Education Level
High-School

Visa Status
Permission to work in Japan required
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Main Responsibilities (not limited to the following):

Opening and closing reception duties

Managing visitor schedules and issuing visitor QR codes

Managing meeting room reservations

Distributing and collecting visitor badges

Supporting visitor entry procedures (assisting with visitor registration)

Handling main phone line and transferring calls to employees

Conducting meeting room patrols and performing simple maintenance as needed (e.g., returning chairs to their
original positions after use)
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Receptionist Job Requirements:

Experience in reception duties or related role (approximately 1-3 years)
Ability to provide a bright and courteous service

A team player who values collaboration and can work effectively with others
Basic PC skills (especially MS Outlook)

Ability to communicate in basic English
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