CORNERSTONE
RECRUITMENT JAPAN

Office Administrator

Job Information

Recruiter
Cornerstone Recruitment Japan K.K.

Job ID
1622017

Industry
Recruitment Agency

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

Non-Japanese Ratio
Majority Non-Japanese

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards, Chiyoda-ku

Train Description
Yamanote Line, Tokyo Station

Salary
3.5 million yen ~ 5 million yen

Work Hours
9:00 ~18:00

Holidays
weiBAR2ES. THRBEARH

Refreshed
November 12th, 2026 13:43

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Entry Level

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

Minimum Japanese Level
Native Level

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required
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Required Skills

Company Description
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