ESPECIALIZED Understanding People
Executive Assistant TV €V 57«4 T77 2 X5 > b (¥6M-10M, Hybrid)

Job Information

Recruiter
Specialized Group

Job ID
1592578

Industry
Other (Manufacturing)

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards

Salary
Negotiable, based on experience

Refreshed
May 29th, 2026 09:00

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

Executive Assistant T4t 571 J7¥ X4 | | CEO Support (¥6M-10M, Hybrid, Central Tokyo)

Our client, a passionate team of elite industrial designers and engineers, is seeking an Executive Assistant to support their
CEO in Shibuya, Tokyo. This role offers the unique opportunity to work closely with the CEO, gaining exposure to high-level
operations and decision-making in a dynamic startup environment. Enjoy a competitive salary range of ¥6M - 10M JPY, a
flexible hybrid work arrangement, and the chance to grow within a central Tokyo-based company.
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Key Responsibilities:
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- Order and receive office furniture and machines

« - Communicate with stakeholders as CEO's representative
« - Support Japanese communication in meetings

« - Manage office operations and logistics

« - Obtain official documents from city office and bank

« - File receipts and liaise with accounting company

« - Coordinate CEQ's schedule and travel arrangements

« - Handle emergency tasks outside regular hours
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Qualifications:

« - Native Japanese and fluent English

« - Proven experience assisting a leader in professional and personal contexts

« - Experience in hospitality industry or similar is preferred but not mandatory

« - Familiarity with Japanese business culture and etiquette

« - Ability to handle operational tasks like ordering and receiving items

« - Experience with hybrid work environments is preferred but not mandatory
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