n SPECIALIZED
Admin Assistant / B8 7 X5V

Job Information

Recruiter
Specialized Group

Job ID
1600103

Industry
Investment Banking

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards

Salary
Negotiable, based on experience

Refreshed
June 26th, 2026 18:57

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

Understanding People

Admin Assistant X7 X4 | - Executive & Team Support (Up to ¥13M)

Our client, a massively known company in the financial industry, is seeking an Admin Assistant for a new headcount role.
This position offers the opportunity to provide executive and team support across various departments, enhancing your skills

in a dynamic environment.

Key Responsibilities:

« Provide executive support to multiple teams

« Manage team members' diaries and meeting schedules
« Coordinate travel arrangements and expense claims
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Prepare and format PowerPoint presentations

Support onboarding and offboarding processes
Manage office operations and facilities

Translate documents for non-Japanese team members
Support regional administrative network and events

Qualifications:

5-7 years team assistance experience in corporate environment
Multilingual — native Japanese and fluent in English

Experienced in Microsoft Office, including PowerPoint, Excel, Outlook, Visio
Business Administration Certificate or equivalent

Experience with Concur for expense management

Experience with diary management and travel coordination

Experience in document management and archiving systems
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