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TOEYO AMERICAN CLUB
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Tokyo American Club/ well-known and highly reputed private club
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on shift schedule, including weekends and Public Holiday
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on shift schedule, 2days/week
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https://www.careercross.com/company/detail-30232
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(English Follows)
Responsibility

« Able to perform the job duties MS Concierge

« Handling incoming phone calls to the club main phone line and e-mail account and assign incoming tasks to MS
Concierge or transfer them to other sections as necessary.

« Lead the daily operation and support MS Concierge in handling tasks and inquiries when necessary

« Responsible for Guest Studio Reservations and other related tasks

« Handling Concierge inquires/ requests which requires higher knowledge and communication skills
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(English Follows)

Key Qualifications

« Experience 3-5 years experiences in hospitality/ PBX experience, trainer or leader experience
« English Advanced level ~

« Japanese Advanced level ~

« PC skills Reservation software experience, Microsoft Word Excel
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« Hospitality school/major preferred
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