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Finance Assistant
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Client Details
MINREBEREY R ARETT,
European semi-governmental business organization.
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Data entry (to Excel and other systems), downloading online invoices

Entering payment information via online banking

Providing support related to corporate registration

Processing expense reimbursements for client employees

Handling English email correspondence with clients

Supporting the manager with tasks such as meeting room reservations, visitor registration, and restaurant bookings
Providing general office support as needed

Job Offer

« 9:00-18:00
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To apply online please click the 'Apply" button below. For a confidential discussion about this role please contact Aino
Takagaki at +81368328913.
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« PC Skills (Excel, PDF editing, email correspondence, etc.)
« Business level English and Japanese
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European semi-governmental business organization.
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