
Processing Specialist (Data Entry/Administrative/Back-office

募集職種

⼈材紹介会社
Ｓｃｏｕｔａ株式会社

求⼈ID
1581617  

業種
旅⾏・観光  

会社の種類
外資系企業  

雇⽤形態
正社員  

勤務地
東京都 23区, 千代⽥区

給与
500万円 ~ 600万円

ボーナス
固定給+ボーナス

勤務時間
9:00-18:00

更新⽇
2026年03⽉20⽇ 00:00

応募必要条件

職務経験
1年以上  

キャリアレベル
中途経験者レベル  

英語レベル
基礎会話レベル  

⽇本語レベル
ネイティブ  

最終学歴
専⾨学校卒  

現在のビザ
⽇本での就労許可が必要です  

募集要項

 We are looking for a detail-oriented Processing Specialist to join our dynamic team of eight. This role is a vital link between
our sales operations and finance departments, ensuring seamless invoicing and operational excellence for our key retail
partners.

Key Responsibilities

As a Processing Specialist, your work is the engine of our financial operations. Your primary focus will be on:
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Monthly Invoicing: Management and execution of end-to-end invoicing processes.

Client Coordination: Serving as the primary operational point of contact for department stores.

Cross-Functional Collaboration: Working 50/50 with internal stakeholders (Sales and Finance) and external clients to
resolve operational matters.

Operational Excellence: Handling day-to-day client operational issues and ensuring data accuracy in all financial
documents.
 

スキル・資格

IT Literacy: High proficiency in office software and the ability to learn internal financial systems quickly.

Stakeholder Management: Comfortable coordinating between Sales and Finance teams to meet strict deadlines.

Business Etiquette: Strong command of Japanese business manners and professional communication.

Personality: Proactive, organized, and thrives in a team-based environment (Team of 8).

 

Critical Work Schedule (Mandatory)

Please note that due to the nature of our monthly financial cycles:

Fixed Working Days: You must be available to work from the 1st to the 3rd of every month  .

Holidays: This includes instances where these dates fall on public holidays or during Golden Week .

Compensatory Leave: All holiday work is fully compensated with equivalent time off.

会社説明
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