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Business Analyst Executive Assistant

Job Information

Recruiter
JAC Recruitment Co., Ltd.

Hiring Company
[(BBEE] IERERMEE

Job ID
1594240

Industry
Pharmaceutical

Company Type
International Company

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards

Salary
6 million yen ~ 7 million yen

Work Hours
09:00 ~ 17:45

Holidays
FHMEIIRATEBNBFICTRALEULET,

Refreshed
May 28th, 2026 16:21

General Requirements

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Native

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required
Job Description

[ 3k ANo NJB2382959]
EMain Tasks
Business Analyst and Planning support:

+ Support Annual Operating Plan ( AOP ) budget planning and monthly business reviews for Japan

+ Analyze business processes performance and operating models to identify improvement opportunities
- Review financial data KPIs and operational metrics to identify trends gaps and inefficiencies

+ Conduct ad + hoc analyses to support management decisions and strategic initiatives
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+ Consolidate inputs from Sales Marketing Finance and Operations into coherent executive materials

Performance Management Executive Insight:

-+ Develop reports dashboards and visualizations to communicate insights clearly

+ Track business performance against targets KPIs and strategic initiatives

+ Prepare dashboards scorecards and executive summaries for leadership and APAC reviews
+ Highlight deviations trends and issues requiring management attention

Executive Advisory Decision Support:

+ Prepare briefing materials decision memos and recommendation summaries
+ Frame leadership discussions with clear options and implications

+ Track decisions and ensure execution follow up and ownership

Executive Leadership Operations:

+ Manage complex executive calendars and meeting priorities

+ Plan and support leadership meetings off sites and strategy workshops

+ Prepare agendas minutes and action tracking

+ Support bilingual ( Japanese/English ) communication and coordination with regional and global stakeholders
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Required Skills

WRequired Experience

Education / Knowledge:

+ Broad bioscience knowledge typically acquired through a bachelor’s degree or higher education
+ Background in business administration finance or management preferred.

Experience:
+ Typically 5 - 8 years of relevant professional experience in business analysist business planning or business operations
role and Executive Assistant preferably in a global or matrix organization.

Languages:
+ Japanese native and English fluent

BCore Competencies
Technical / Analytical Skills
+ Strong analytical and problem solving skills
- Data analysis and reporting ( e.g. Excel Bl tools dashboards )
+ Process mapping and documentation
+ Business case and financial analysis basics

Business Soft Skills
+ Must be a team player
+ Structured thinking and ability to deal with ambiguity
+ Strong communication and presentation skills
- Stakeholder management across functions and cultures
+ Ability to influence without direct authority
+ Attention to detail combined with a big picture mindset
- Communication - Executive level written and verbal communication in Japanese and English

Company Description
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