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募集職種

⼈材紹介会社⼈材紹介会社
マイケル・ペイジ・インターナショナル・ジャパン株式会社

求⼈求⼈ID
1551690  

業種業種
ビジネスコンサルティング  

雇⽤形態雇⽤形態
正社員  

勤務地勤務地
東京都 23区

給与給与
450万円 ~ 750万円

更新⽇更新⽇
2025年07⽉10⽇ 19:01

応募必要条件

キャリアレベルキャリアレベル
中途経験者レベル  

英語レベル英語レベル
⽇常会話レベル  

⽇本語レベル⽇本語レベル
ネイティブ  

最終学歴最終学歴
⼤学卒： 学⼠号  

現在のビザ現在のビザ
⽇本での就労許可は必要ありません  

募集要項

The DT RA position in the professional services industry provides an exciting opportunity to support key business functions
within secretarial and business support. The role is based in Tokyo and requires a detail-oriented individual with a passion
for organizational efficiency.

Client Details

This role is with a large organization known for its contributions to the professional services industry. The company values
precision and operational excellence in its secretarial and business support teams, delivering high-quality services to clients.

Description

Provide comprehensive administrative support to ensure smooth business operations.
Manage schedules, coordinate meetings, and handle documentation for senior team members.
Assist in organizing and maintaining accurate records and data for internal processes.
Serve as a communication liaison between departments and external stakeholders.
Ensure compliance with company policies and procedures in all administrative tasks.
Support the creation of reports, presentations, and other business documents.
Handle confidential information with discretion and professionalism.
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Contribute to the continuous improvement of administrative processes within the department.

Job Offer

Competitive salary ranging from JPY 4500000 to JPY 5500000 annually.
Comprehensive benefits package to support your well-being.
Opportunities for professional growth within the professional services industry.
A collaborative and structured work environment in the heart of Tokyo.
Access to resources and training to enhance your skills.

If you are ready to advance your career as a DT RA, apply today to join this leading organization in Tokyo!

To apply online please click the 'Apply' button below. For a confidential discussion about this role please contact Ami Kikuchi
at +81 3 6832 8690.

スキル・資格

A successful DT RA should have:

Previous experience in secretarial or administrative roles within a professional setting.
Strong organizational and multitasking skills with attention to detail.
Proficiency in Microsoft Office Suite and other relevant software tools.
Ability to communicate effectively in both written and spoken English.
Familiarity with the professional services industry is an advantage.
A proactive approach to problem-solving and task management.
Ability to work in Tokyo and adapt to a fast-paced environment.

会社説明

This role is with a large organization known for its contributions to the professional services industry. The company values
precision and operational excellence in its secretarial and business support teams, delivering high-quality services to clients.
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