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Role Summary

The Workplace Experience Coordinator will manage day-to-day office operations in Japan and provide a professional and
welcoming experience for employees, visitors, and partners. This role covers reception support, meeting room management,

office supply control, mail handling, vendor coordination, and event support.

Workplace Experience Coordinato...

Key Responsibilities

« Welcome and support visitors, manage visitor passes, handle reception duties, and provide hospitality (tea/coffee

service)
Answer and manage main phone calls and general inquiries
Manage meeting room setup, cleanliness, and monitor/AV checks

Handle mail, shipping/receiving, deliveries, and internal courier services

Maintain pantry supplies (snacks, drinks, coffee/tea) and manage inventory and ordering

Support office cleanliness, daily inspections, and general organization

Coordinate with vendors and building management (cleaning, maintenance, IT support, catering, etc.)
Support internal events, office activations, and event setup (including POP/signage support)

Support onboarding of new hires (desk setup, office tour, equipment preparation)

Support invoice/delivery slip filing and lost & found management
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Requirements
« 3+ years of experience in office administration, reception, hospitality, facilities, or workplace operations
« Strong multitasking skills and attention to detail
« Strong communication skills (in-person, email, phone, Slack, etc.)
« Proficiency in basic PC tools (Google Workspace, Excel, Outlook, etc.)

« Business-level English is required
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