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[ 4M& % ] Junior Operation Support (E¥E%. F—LAYR—-F)

Job Information

Temp Agency
SPOTTED STAFFING Inc.

Job ID
1615941

Industry
Private Equity Fund, Venture Capital

Company Type
Small/Medium Company (300 employees or less) - International Company

Non-Japanese Ratio
(Almost) All Japanese

Job Type
Temporary

Location
Tokyo - 23 Wards, Chiyoda-ku

Salary
4 million yen ~ 4.5 million yen

Work Hours
9:00-17:00, RE - £FICELETEHT 306

Holidays
Sat/Sun/Holidays

Refreshed
October 5th, 2026 13:23

General Requirements

Minimum Experience Level
Over 1 year

Career Level
Mid Career

Minimum English Level
Business Level (Amount Used: English usage about 50%)

Minimum Japanese Level
Native

Minimum Education Level
Technical/Vocational College

Visa Status
Permission to work in Japan required
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Responsibilities

Administrative Support
Support smooth daily operation by providing general administrative tasks such as

Handling incoming domestic and international calls, emails,

Ensuring the meeting is properly scheduled/fixed,

Booking meeting rooms and setting up online meeting environment,

Preparing and managing various digital and physical documents such as invoices and contracts,
Sorting postal mails, packages, and office supplies and

Greeting external guests and serve refreshments upon their arrival.

Executive Support

« Support the executive or other internal member assist their portfolio companies, editing and refining documents and
presentation materials, translating materials between English and Japanese

« Prepare and manage data and documents such as expense reports, quotations, contracts, invoices, meeting

materials, and confidential documents

Manage schedule by coordinating domestic and international meetings; create precise itineraries as necessary

Arrange external dinners including booking venues

Arrange domestic and international business trips

Support the executive member with various business matters on an ad hoc basis
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Required Skills
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* 4 -year college graduate is highly preferred

* Native Japanese fluency: required for documentation and domestic communication

* Strong command of English language, including reading and writing
--- translation experience highly preferred but it can also be done using Al tools

*2+ or more years of experience as an administrative professional or executive assistant
--- experience in the financial domain is highly preferred

* PC skills and familiarity with IT tools (MS word, excel, PPT, slack, Zoom, Teams, Al tools)

* Excellent communication and interpersonal skills

* Multi-tasking and organizational skills
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* A degree in Finance or related field

* Strong interest in Venture Capital and/or Asset Management
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Company Description
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