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Make a step towards your future career
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https://www.careercross.com/company/detail-410796
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M Recruitment Background

We are seeking an executive secretary to support our four executives—CEO, CTO, CFO, and Executive Officer—and commit
to the company's management. This is a critical role in our rapid growth phase as we prepare for an IPO (initial public
offering), where you will create an environment enabling executives to focus on their core responsibilities and support
corporate growth at the forefront.
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Our company develops and provides Saa$S tools to combat ad fraud in web advertising. Ad fraud has become a societal
issue covered by major media outlets like NHK, leading to rapidly growing demand for our products and an increasing
number of clients.

Aiming for an IPO within the next three years to further accelerate business growth, we are hiring an Executive Secretary to
optimize executive duties and serve as a bridge between management and the field.
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WResponsibilities/ BFEA A

The mission is to maximize the efficiency of the executives' work and support the execution of management strategy. We
expect you to be a hands-on manager who handles a wide range of duties.
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[Specific Duties] / [BARAEBFRNE]
Schedule Management and Coordination/ X4 ¥ 2 —JLER - FAE
- Manage and adjust executive schedules for meetings, external appointments, business trips, and dinners (considering
priority, importance, and confidentiality).
- Manage relationships with internal and external stakeholders (in both Japanese and English).
- Handle coordination and administrative tasks related to the executives' families.
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Administrative Support and Environment Management/ E#t R — b - IRIEE{F

- Arrange transportation and accommodation for business trips (domestic and international).
- Select and reserve dining venues, arrange business gifts, and manage arrangements for ceremonial occasions
(condolences/celebrations).

- Handle phone calls, emails, and visitors (acting as the face of the company).

- Manage and organize mail, documents, and business cards.

+ Handle various private arrangements and administrative tasks.
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Document and Information Management/ XX& - iR EE

- Support the creation of internal documents, meeting materials, and presentation slides.
- Select and organize necessary information for reporting to the CEO.

+ Prepare data and materials to support the management team's decision-making.
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- Execution of special assignments.

+ Provide corporate operations support as needed.
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Required Qualifications (Must-Have)/ IRE &1 (%78)

- A high level of hospitality, with the ability to anticipate others' needs and act proactively.
The capability to handle multiple tasks accurately and flexibly in parallel.

- Strong IT literacy, actively utilizing necessary business tools (Slack / Google Spreadsheet / Canva / ChatGPT / Gemini /
other Al tools, etc.).

- Japanese-English bilingualism, capable of negotiation, presentation, and creating/reading specialized documents in
English.
Note: We are actively pursuing global expansion, and English proficiency may provide opportunities for interacting with
overseas clients.
Ability to work primarily in-office.
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Preferred Qualifications (Welcome)/ NS & # (#r0)

- Experience as a secretary or assistant to executives/management (2+ years).
- Work experience at a startup or in a small team environment.

- Strong interest in the market security field.

- Team management experience.

- A high eagerness to learn and proactively tackle new fields.

- Valuing diversity and bringing new perspectives to the organization.
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Ideal Candidate Profile/ K& % A&

- Individuals who resonate with Spider Labs' Vision, Mission, and Values.
+ Those who can sincerely embrace change and maintain a flexible mindset.
+ Those who can identify challenges independently, act proactively, and deliver results.
- Possessing a mindset to "seek solutions rather than reasons why it can't be done."
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