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GENERAL PURPOSE
Responsible for handling events and ensuring deadlines and budgets are adhered to.
Directs coordination of activities to prepare for the day of the event and planning,
implementation, and follow-up of consultation plans for social marketers.

ESSENTIAL FUNCTIONS

« Delivering events on time, within budget, that meet (and hopefully exceed) expectations.

« Manage staffs responsible for event coordination activities.

« Managing supplier relationships

« Coordinate details of events such as incentive trip, recognition event, award ceremony, business meetings, and so on.
« Providing leadership, motivation, direction and support for event success

« Calculate budgets and adjust when necessary.

« Travelling to on-site inspections and project managing events

« Book venues and negotiate fees.

« Prepare invitations and send out at appropriate time.

« Work with guest of honor to ensure all requests are met.

« Analyze event performance and prepare metrics presentation.

« Define company brand through events.

« Ensure day of event goes smoothly.

« Conducting presentations about the appeal of the company and products, such as meetings and seminars.
« Collaborate with the leader of the group in charge to set goals, consider and propose action plans.

« Providing the latest information known to the company and customizing the meaning of the information.

« Analyze, share, and make proposals on systems and success stories of major groups in your area.
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QUIRED KNOWLEDGE AND EXPERIENCE
Education and Experience

« 3+ year’s event coordination experience as a client representative

« 3+ year’s practical event duties such as stage management, venue management, ticketing, etc.
« 5+year experience sales experience (No experience in MLM required)

« 3+ years of customer experience in the service industry

Required Knowledge, Skills, and Abilities

Planning

Japanese (native level) and English (fluent)
Presentation

Leadership

Excellent communication

Knowledge of MLM industry (nice to have)
Business Sales Skill

SALARY RANGE:
JPY6M-7M
Depends on knowledge and experiences

LOCATION:Minato-ku, Tokyo
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