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« Draft, proofread, and file legal documents, and manage related correspondence with courts and institutions.
« Maintain and organize case files and databases, tracking progress and ensuring accuracy.

« Conduct legal research, prepare case summaries, and record billable activities for reporting.
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=Bachelor’s degree required (law degree, or related)
=Related work experience within a law firm or professional services
=Native level Japanese and business level English
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=Administrative Scrivener or Judicial Scrivener qualification a plus
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