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Group Assistant at Financial Services
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Group assistant position at a global financial services firm headquartered in Europe.
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Client Details

A global financial services firm headquartered in Europe.

A—AyNICAREBL S O— NI BEMY —EXRETT,

Description

« Provide day to day desk support for the team.
« Phone/team calendar management, expense processing, arranging internal/external meetings and business trips etc.


https://www.careercross.com/company/detail-3648

Page 2 of 2

« Book and prepare meeting rooms and support video-conference set ups.
« Support the distribution of research, fund reports to external clients.
« Support organization events such as seminars, conferences, etc
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Job Offer
« 9:00-17:30

« Social Insurance

« 9:00-17:30
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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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« Business level English and Japanese
« Microsoft Office proficiency
« Previous experience in the financial industry preferable

o EVRALARIVDHEE
« Microsoft Office 2 ¥ JL
o SEMERTOMERBRSHNILHE

XL
A global financial services firm headquartered in Europe.
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