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English:
Join a leading global pharmaceutical company! You will handle logistics, import/export operations, and office
administration, supporting smooth operations across domestic and overseas teams.

Responsibilities:

Coordinate domestic and international shipments (air, sea, courier)

Liaise with forwarders, customs brokers, and transport companies

Prepare and review import/export documentation (Invoice, Packing List, B/L, AWB, COO, MSDS, etc.)
Handle customs clearance and track shipment progress

Coordinate with internal departments and external partners

Support office operations (invoice management, office supplies, general admin tasks)

Communicate with overseas offices in Japanese and basic English

Requirements:

Experience in logistics, import/export, or office administration
Good coordination and communication skills
Japanese business level (N1 preferred) and daily conversation English

Detail-oriented, proactive, team player
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Practical experience in logistics, trade administration, import/export operations, or office administration

Basic understanding of import/export documentation (Invoice, Packing List, B/L, AWB, COO, MSDS, etc.) and
logistics/trade processes

Hands-on experience coordinating and negotiating with freight forwarders, customs brokers, and transportation
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companies
« Japanese: Business level or above, capable of internal/external coordination and documentation
« English: Business level, including email correspondence, document handling, and basic conversations
« Ability to work accurately and proactively in a multitasking environment

« Strong communication skills to work effectively with internal and external stakeholders
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