Page 1 of 2
@ CareercrOSS by JAC Recruitment

I FO=NILEE-ABXNT1ISAEH

B®H EEFD0IEELS. JAC Recruitment

Office Administrator (# 7 41 A¥vx—Y v —) B_RESHEHHEA

BEHE

AN S
MRS Y A T4 =Y I—FXT b

RAL%ESA
NEREH

KAID
1542831

*E
EMmEH

SttoEE
NERESE

A&
E#E

E#5ith
BRRER 23X

w5
6005 M ~ EERERBD L. ISHEE

e
09:00 ~ 18:00

#®A - KR
(BiathiR] BRARIGHABEAB T RN ONEINIY A7 AEICESKEI0BLE (AR) Z2BARZHT £ H
#A8G...

EEs
2025%05H28H 15:06

S BERM

Fr)T7LRL
FIRRRERE L NIL

HELRI
EVRAKFREL NIV

BAZEL NIV
XAT47

AR FE
R¥EZ: 215

REOEY
BATOMBHFIN’BETY

BEER

[k ANo NJB2279937]

E¥BRE

BEGST. B, X, REOAHBAREADORMN, BEVOZIIIRY., BEVOLED T LEERE, 4771 AEBEHKS
BOEHYR—ME2ITS,

EEF - LDV RT LAEERYR—b

BBV RTLDEHEAVYTF VR


https://www.careercross.com/company/detail-184450

Page 2 of 2

B, lBA. BXRLA—DERK.
—FA4VY TAQ=T Y TIRY, HHUYDR T Y 21— ILEE,
I-FTAVIDOBERER. HRI—FT 1V ITDATEED

Responsibilities

+ Provide administration and clerical support to all office administration routines including answer screen and forward
incoming phone calls notifies company personnel of visitor arrival receive deliveries sort and distribute incoming mail etc.
* Provide system administration support to sales team.

- Updating and maintaining trading systems.

- Preparation of daily bi monthly and monthly reports.

- Helping managers scheduling meetings follow up tasks deadline.

- Taking meeting minutes and summarizing meeting notes for internal meetings.

+ Any ad hoc projects
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- Degree holder with 5+ years of administrative working experience.
- Good PC skills including MS Word Excel and PowerPoint.
- Well organized detail minded proactive self motivated with good interpersonal skill.

+ Mature pleasant responsible self discipline.
- Ability to handle work independently structurally systematically and in a fast paced environment.

- Good team player.
- Native Japanese and Fluent English.
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