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Coordinate and organize office activities

Oversee stock of office supplies

Onboard new employees, including contract employees

Coordinate with external accountant on tax, social insurance and employment matters
Visit Bank, immigration Office, and other external institutions as needed

Greet visitors at office

Process employee payslips and timesheets

Process invoices for payment

Send out invoices to customers

Coordinate inbound and outbound office mail

Support communication with external vendors

Support in scheduling meetings, restaurant reservations, interviews and transport
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Experience with administrative and clerical work, including invoicing

Strong communication and organizational skills

Friendly and upbeat demeanor

Native level Japanese, and fluency in English preferred

Experience with Mac devices and Google Workspace preferred but not essential
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