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SMITH

Executive Assistant (6-week contract)
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The Executive Assistant provides high-level administrative support to executives, ensuring efficient operation and
management of their schedules, communications, and projects.

This position is a 6-week contract, with an immediate start date.
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The ideal candidate should be a degree holder with over five years of administrative experience. Proficiency in PC skKills is
essential, including Microsoft Word, Excel, and PowerPoint. Additionally, a strong command of both spoken and written
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English and Japanese is required.
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