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The Project Assistant is an entry level position and is responsible to supporting the day-to-day activities of the Project
Management team.


https://www.careercross.com/company/detail-228752

Page 2 of 2

Responsibilities

« Support Project Manager in meetings and day to day activities as needed.
« Support Project Manager to provide regular reports of job progress to all stakeholders.
« Support onsite installations and work with logistics to support products deliveries.
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Minimum Requirements:

« Good time management and organizational skills (prioritization of tasks, being able to follow up), ability to Multi-task.

« Excellent communication skills and good ability to work as a member of a team

« Native (or close to native) Japanese and good English language skills.

« Background in project managing or technical engineering fields (AV / IT) a plus, or a strong interest in learning about
them.

« Self-starter with a strong interest in taking control of own career.

« Drive to become a Project Manager in the future

« Ability to work evenings and weekends may be required.
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