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ESPECIALIZED Understanding People
Program Management Coordinator 704 5 ABBI—F 1 x—4 —

Job Information

Recruiter
Specialized Group

Job ID
1589182

Industry
Tourism

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards

Salary
Negotiable, based on experience

Refreshed
April 30th, 2026 05:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Business Level

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

Program Management Coordinator 7045 AEE 1—75 1 r—4 — | Travel Agency - Hybrid, English Focused,
Central Tokyo

QOur client, a travel agency in central Tokyo, is seeking a Program Management Coordinator for a permanent position with
hybrid work opportunities. This role offers the chance to enhance your skills in data collection and document creation,
primarily in English, within a supportive team environment. Enjoy a competitive salary of JPY 3—4M and the flexibility of
hybrid work arrangements.
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Key Responsibilities:


https://www.careercross.com/en/company/detail-34951
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- Create documents and presentations in English

- Collect and analyze numerical data

- Prepare travel expense reports using Excel

- Develop PowerPoint presentations for healthcare clients
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Qualifications:

- Strong skills in PowerPoint and Excel

- English proficiency: Writing 70%, Speaking 30%

- Industry experience required

- Experience with data analysis tools is preferred but not mandatory

- PowerPoint® & U'ExceldE W R ¥ )L
SEVRRALRNIVORFBAVBETT : HAEE70%. R5E30%
- ERTORBRBRNI

TRV —IOFERRRI’IH D EEBVTT

Company Description
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