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Office Management & Executive Assistant ( Office Managementh® A A

Job Information

Recruiter
en world Japan K.K

Job ID
1591708

Industry
Other (Medical, Pharmaceutical)

Job Type
Temp to Perm

Location
Tokyo - 23 Wards

Salary
8 million yen ~ 10 million yen

Hourly Rate
2500 ~ 3000M

Work Hours
9:00~17:30

Holidays

TEBER2EH (KBIXLARE) FEABHARKI0E ~208 (FTREKE. AHFFREBROMEBRELRVET ) F/F

AEB#12

Refreshed
May 28th, 2026 20:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Native

Minimum Education Level
High-School

Visa Status
Permission to work in Japan required

Job Description
[#7] Ry b7 — FRISIRSE

[#R1E] 1508

[ERFE] BN FEIKE ( 6 MNABDIKEREEZRELTENET)

Page 1 of 2


https://www.careercross.com/en/company/detail-665

Page 2 of 2
(RIS ] BN ERERE

[/RY> 3] Office Management & Executive Assistant ( Office ManagementfiN A4 >~ &R ET )

[¥BRE]

M Office Management / #4%% ( #980% )

CTHEATAACHITEA T 1 ABELBROER
cEIEE JryvUT 4, BB EEY-RE
CHONERYS—-DER - AR NTx—RAVFO-IL
AT ALATYNER, B, BEEICEHATREE - ETER
AT AREEHE IO ADEIE - WE - SR
CHADSOAT 1 R - BREBEERNEHEANOTRSE & UHIBR

M Executive Assistant ( £910% )
cBERFEARRORTY 2-)VER (BRIED)
cRE - RKE - ZEXNROT LYY - AR
- HIRFEL. KEIEE (ConcurfEf)
BB EEOEEBETOA—) - AZaZs—vaYy
==y TF—L(LT) FERKBORES LV T x0-7v S

W ZDfth (£10% )
CHAIRY b 2HEBSORE - EEYR-+
c#HRAZT AT -3V (FPFOVAR, Za—-ALY—%5) O - EE
cAVIIIN=VTREIE D DICEHD D EHOYR—
- $HRYNERRE & DIEE - FAEE
[WEEH]
CHATAALATIRFIVITBBROBDZH
K, BEINHBEBELTLIDA
cFAT A RAEBEICHT, FHE - HIBT - WEEEHRNICIE > TERRER
c EHORBGE - MRV - CEEUBN S EREHRE LR
C R AENAUVAI, ERERRERYE (EYRIAAEBERG) BEICH U TRRBERNITESZ LRI,

[COLSBFICERAA]

Office Management / ##%& "B L LT, o TELA

AT 4 RABEZDOEDICERERDIUIGERBKRUTCERLA
REFETIIGL, TT71 XA2UhEZZZREERDTIZA

UREMNSEHEEEEAANIDEZBEEOFMG]

8 : BEFUN880T ~ 1,080 H(B.4NBDEEESEYL )
[B=5]B4RLH. EREBEET -

[ 175851 9:00-17:30

[Eh7515FT ] E075t : RREFREX

[B548 ) JRIEHARS : 2,500 ~ 3,000/ + i@ ~ (CRBRICEUET)
[EEEH] 3E %1 RXNSREEETY.

%IV FU—FROHIITEOEEE "Wordfsx s TTRELSEEEL),

EREE. BHREESE (HXresume)

Company Description



	Office Management & Executive Assistant（Office Managementがメイ
	Job Information
	General Requirements
	Job Description
	Company Description


