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Just Legal is a leading legal & compliance headhunting company. We are a trusted partner to corporations and professional
services firms in Tokyo.

Established in 2014, we have strategic affiliations in key markets such as London, Dubai, Singapore, Hong Kong, and New
York.

Job Summary:

Just Legal is seeking an office manager who can play a crucial role in ensuring the smooth operations of our growing
business. This position involves overseeing administrative activities, managing office resources, and providing support to
various stakeholders in our business.

Responsibilities:

« Coordinate and oversee day-to-day administrative activities, such as scheduling appointments, managing calendars,
and maintaining office supplies.

« Oversee admin budget, employee expenses, and financial records, ensuring compliance with company policies and
procedures.

« Develop and implement office policies, procedures, and systems to optimize efficiency and productivity.

« Serve as the main point of contact for internal and external stakeholders, handling inquiries, resolving issues, and
providing exceptional customer service.

« Maintain and update office records, files, and databases, both electronic and physical.

« Coordinate and assist with office space planning, including managing office layouts, equipment, and maintenance.

« Organize and oversee office events, meetings, and conferences, including logistical arrangements, catering, and
technology setup.

« Implement and maintain security protocols, including access controls, visitor management, and emergency
procedures.

« Support HR functions, such as onboarding new employees, managing employee records, and assisting with
recruitment processes.

« Collaborate with managers to foster cross-functional communication and coordination.

« Stay updated on industry trends and best practices in office management, suggesting improvements and
implementing changes when necessary.
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Requirements:

« Proven experience as an office manager or in a similar administrative role. Experience working in the recruitment
industry is a plus.

« Excellent organizational and multitasking skills, with the ability to prioritize tasks and meet deadlines.

« Strong leadership and interpersonal skills, capable of supervising and motivating a team.

Proficient in using office software and equipment, such as Microsoft Office Suite, email systems, and office

automation tools.

Strong communication skills, both written and verbal.

Attention to detail and a high level of accuracy in performing tasks.

Ability to handle sensitive and confidential information with discretion.

Problem-solving and decision-making abilities, with a proactive and resourceful approach.

Knowledge of basic accounting principles and budgeting.

Familiarity with health and safety regulations in Japan.

Bachelor’s degree or higher

Fluent English and native or near-native Japanese
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