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https://www.careercross.com/company/detail-448960

¥/ 7 1 <> /| Admin Handyman %A &R AFAEESIEY %

Admin Handyman:

Admin Handyman will be working together with Tokyo office facility team to support daily office admin. The person profile will
be someone with 1-3 years of primarily facility, admin, helpdesk, anything related work experiences. The candidate should
have easy approach and good team player personality and proactive on communication, familiar with PC skills particular with
MS Outlook (Basic level is ok). Casual English communication skills is required, especially reading and writing emails.

Specific responsibilities include, but are not limited to:

Clean facilities (top up services as required, cleandesk, Lost&found etc.)
Regularly perform maintenance jobs and light repqirs

Minor repair works e.g. fixing door hinges/greasing etc.

Perform light fixtures (bulbs etc.) changes etc.

Minor repqir of workplace equipment and various applications

Identify, document and report maintenance and repair work through Corrigo (system)
Proactively suggest additional repairs when identified and needed
Changing beer kegs

Moving partition setting up event space, townhalls, client meeying rooms
Collecting linen

Replacing water canisters

Dily inspection

Event support
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Required skills :

« Basic English conversation (email)

« Basic PC operation

« Good communication skill

« Who has customer support mind (Proactively operate)
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