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https://www.careercross.com/company/detail-410825
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As an Account Coordinator, you will manage the placement and oversight of security staff (facility security officers)
across multiple client offices. You will serve as the primary point of contact for both clients and internal security
staff, ensuring smooth communication and efficient operations.
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Key Responsibilities:

Arrange and manage the placement of security staff at multiple client offices.

Provide follow-up support to security staff and address any issues or concerns.

Build and maintain strong relationships with clients, managing any problems or emergencies that arise.
Oversee attendance and scheduling of security staff.

Collaborate with team members to develop and adjust security staff placement plans.

Manage equipment (uniforms, security cards, etc.).

Coordinate with the head office management team to handle staff onboarding and offboarding processes.
Manage documentation related to security operations.

Support client events and special company events requiring security services.

Provide backup for security staff shortages, including working day or night shifts as a replacement when necessary.
Perform other duties related to the company and security operations as required.

If you are organized, proactive, and experienced in security operations or coordination (not must), we encourage you to apply
for this dynamic position!
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Business-level proficiency in both Japanese and English is a must, as you will be interacting with both clients and
internal security staff.

Ability to work effectively with management teams and back-office members to move operations forward.

Strong teamwork and the ability to collaborate towards common goals.

Capabile of facilitating communication between clients and security staff.

Proficiency in basic software tools such as Microsoft Word, Excel, PowerPoint, and Google Platforms.

Strong problem-solving and time management skills. Quick and efficient response is required, especially in emergency
situations or during staff shortages.
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