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TOEYO AMERICAN CLUB
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https://www.careercross.com/company/detail-30232
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Tokyo American Club has been an integral part of the international community in Tokyo since its founding in 1928.

With 4,000 Members, drawn from 50-plus nations, the Club offers a diverse range of cultural, business and recreational
activities and amenities in the heart of the Japanese capital.

In 2018, the Club was named in the Platinum City Clubs of the World top 100 list by the Club Leaders Forum. The accolade
followed the Club's Distinguished Club recognition by the BoardRoom magazine the year before.

Responsibility
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Coordinate recreation programs, classes, parties and events for the memberships.

Coordinate and communicate closely with instructors and vendors in relations to recreation programs and classes.
Work closely with other recreation sections and other departments at the club.

Collect Members® feedback, review current programs and develop new programs for the Memberships.

Lead and assist the operation of the Program Concierge, scheduled occasionally to cover Program Concierge duties.
Report to the Program Supervisor.

Working Hours
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5 days per week, 37.5 hours (including weekends / public holiday)
Actual 7.5 hours / day between 06:15- 22:15 (1 hour break)
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Paid vacation in line with Japanese law
3 days summer vacation
New Year days of January 1st., 2nd and 3rd.

Compensation and Benefits
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Health insurance, Pension, Employment insurance, Industrial accident insurance
Retirement Allowance

Group Life Insurance

Staff Canteen at a subsidized price

Commuting allowance (with tax-free upper limit)

Annual Health Check

Annual Employee Recognition Party
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 Experience: 1-2 years of demonstrated work experience (related field is preferred)
+ English: Advanced level
« Japanese: Conversational level
» PC Skill: Word, Excel, Power Point

Education
University Degree
RELLE

Other
Initial Visa sponsorship: Not available
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