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Receptionist — Global Financial Services Firm
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A leading global financial services firm is seeking a professional, polished, and proactive Receptionist to join its Tokyo office.
If you enjoy helping people, keeping things running smoothly, and working in a global environment, this is a great opportunity

for you.

Greet and assist visitors and employees
Answer phone calls and direct them as needed
Handle mail, deliveries, and basic office tasks
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Support general administrative and liase with internal departments as needed
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