NEREREHRFT ME/ Legal Secretary at global law firm

BEHE

AN S
ALBERTO# R 21t

KAID
1555101

*iE
RREHR

Ezad0yELs]
R/NEZE (TERE300BLLT) - AERER

ERFE
E#E

i
BRRER 23X

w5
5005 M ~ 7005 H

R
10:00-18:00

KB - KR
THAHKRAB. FREH. FHREAR

B HE
20265048 23H 03:00

BB

BHER
3FENE

Fvr)T7LRL
FIRIRERAE L NIL

HEL NI
EYRR&EL NI

BAEL NI
FAT147

AP
KEE: 215

RED LY
BATORFHFTHNLETT

BEER

« Produce, amend, format, and present documents accurately and in-house style; handle photocopying, scanning,

printing, filing, archiving, and inventory management.

« Provide full administrative and secretarial support to fee earners, including diary management, meeting preparation,
travel arrangements, expense claims, billing tasks, and maintaining client databases.
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« Assist with reception duties such as greeting guests, serving refreshments, receiving/delivering courier items,
arranging visitor logistics, and maintaining office and pantry facilities.

« Coordinate with internal teams (e.g., Asia IT) to resolve technical issues, set up devices, and support office systems.

« Collaborate with the secretarial team, provide cover when needed, and perform other ad-hoc duties as requested by
the Office Manager.
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« Proven administrative and secretarial skills, preferably with experience in domestic/international law firms or global
professional firm, and proficiency in Japanese and English communication.

« Strong organizational and multitasking abilities, with flexibility to handle changing priorities and support requests from
fee earners and management.

« Proficient in MS Office applications, a collaborative team player with a proactive, polite, and approachable attitude.
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For further details and a confidential discussion, please contact Ai directly on 080-4462-7881 or at ai@alberto-
recruitment.com
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