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Office Manager

Job Information

Recruiter
JAC Recruitment Co., Ltd.

Hiring Company
BEERENH

Job ID
1620504

Industry
Asset Management

Company Type
International Company

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards

Salary
6 million yen ~ Negotiable, based on experience

Work Hours
09:00 ~ 18:00

Holidays

[(B4KRR] Aft7s ARICIIRM[IOBUE [AB] T2BAR_BH £ B A FRFR

Refreshed
October 29th, 2026 18:26

General Requirements

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Native Level

Other Language
Korean

Minimum Education Level
High-School

Visa Status
Permission to work in Japan required

Job Description
[ 3k ANo NJB2421615]
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https://www.careercross.com/en/company/detail-184450

BENOHIFS JUERNGEERZ LR NEDEMZEBIELUTIIRT,
e, AHEZOWNENLEREELU T, ESOHE - ALASVITERERANOEREFEHFELTVET, OV,
KICRRA T 14 ATlE, BREENERRBATCAMEUTOEE VBRI ULET,

Korea Investment Corporation (KIC ) is a global investment management company established in July 2005 by the Korean
government to manage part of the country’s foreign exchange reserves and other public funds.

KIC strives to preserve the long term purchasing power of the assets entrusted and exceed investment target return within a
justifiable level of risk through investing in well diversified foreign currency denominated assets across global capital markets.
By efficiently managing public funds KIC will contribute to preserving and enhancing sovereign wealth and providing for
future generations.

We invite dynamic and highly motivated individuals to join us at our Tokyo Office.

[EFBHRE]

+ Manage daily administrative and operational functions of the office

+ Manage office budget expense processing and general office administration

+ Manage HR related functions for the office including local recruitment compensation adjustments expatriate visa support
payroll administration and local tax filing coordination

- Coordinate office facilities and relationships with external service providers

- Liaise between headquarters and local counterparties handling communication and reporting

+ Perform other duties and administrative responsibilities as assigned

( Scope of Change: Administrative and operational duties within the Tokyo Office )
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Required Skills
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- 5+ years of relevant experience in office administration or office management in Japan

+ Fluency in Japanese and English ( or Korean ) is required

- Proficiency in Microsoft Office applications ( Word Excel PowerPoint )

+ Applicants must currently reside in Japan and be legally authorized to work in Japan without restrictions.
% Years and relevance of experience will be assessed as of the posting date.

Company Description
CHBNBICSRAVELET

Page 2 of 2



	Office Manager
	Job Information
	General Requirements
	Job Description
	Required Skills
	Company Description


