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Office Admin and Reception service/ = KFET X 1) H DA

Job Information

Hiring Company
Drake Business Services Japan K.K.

Subsidiary
HAEELET X ) hOEHLAIRE

Job ID
1585692

Division

Industry
Other (Recruitment Services)

Company Type
Small/Medium Company (300 employees or less) - International Company

Non-Japanese Ratio
About half Japanese

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards, Minato-ku

Salary
3.5 million yen ~ 4.5 million yen

Work Hours
09:00~18 : 00

Holidays
SEBARZBE (XA%)

Refreshed
April 19th, 2026 00:00

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

Minimum Education Level
Technical/Vocational College

Visa Status
Permission to work in Japan required
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Job Description
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HA&# =D Workplace Experience & Operations Coordinator & LT, #7141 Z&&kD 7 —
VT A RAEBRERIEL, RES - KFE - X—FF—IC&>TD [RHEDOE—E

Rl EHELO-TWEEET, BVWKAEY ) T 1 EHENDOH I2BIHGHRROBHRIKD S
nxd,

BAA 7« AOBEEBOTELEL L, BHELOIAIa=F4F—LEEEELE
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CFVHA N S)E— M RY NOREREE (RIBHER. AV REBE. XESSH. T—%
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REANTF Y —TUNYE—E LT, HRTOT S LPTEOERRE. 1V IIL—
TREEDILCY

AR EDT R VK, MBFR. 741 RAVT - (FVR—T 1 v THRODE
#t)

: Slack ¥ X —JLTOAEM - EREH

CHUSRESR. 47« BB, EE OIS A FRTOY LY MMIH LT Workplace
Operations Lead & %I E#1%

CRDIE, B, RSO MIBIFZIAT—F VI R— M —BLUEFa
Y74 F—LEDRE

Required Skills
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Company Description
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