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General Administrator (¥AF&%£%5)

Job Information

Hiring Company
Hella Japan Inc.

Job ID
1605966

Division
Company Administration

Industry
Automobile and Parts

Non-Japanese Ratio
About half Japanese

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards, Shinjuku-ku

Train Description
Marunouchi Line, Shinjuku Gyoen Mae Station

Salary
Negotiable, based on experience

Refreshed
August 6th, 2026 12:41

General Requirements

Minimum Experience Level
Over 3 years

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
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Required Skills

- Bachelor’s degree in Business Administration, Management, or a related field

- Business-level proficiency in English; Japanese language skills are highly preferred
+ Minimum 3-5 years of experience in general administration or office management

+ Experience supporting senior management (e.g., MD/Directors) is preferred

+ Knowledge of facility management, safety regulations, and compliance practices

+ Experience in handling expatriate support and travel coordination is an advantage

+ Basic understanding of IT equipment and office systems

Company Description
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