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Real Estate Operations Administrator
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« Manage contract administration and compliance activities across multiple offices
« Ensure transactions follow Japanese regulations and company guidelines

« Support office managers and sales teams with operational workflows

« Introduce and maintain digital tools (CRM, e-signature, listing platforms)

« Contribute to licensing, regulatory filings, and new market entry projects

« Liaise with finance, legal, and IT departments to improve efficiency
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« 3+ years’ experience in real estate operations or administration

« Strong knowledge of Japanese real estate compliance and contracts

« Experience using CRM and digital transaction tools

« Ability to coordinate processes across multiple teams or offices

« Organized, detail-oriented, and adaptable to growth environments

« Japanese fluency required; English proficiency preferred

« Valid Japanese real estate license required
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