Page 1 of 2

ESPECIALIZED Understanding People

Program Management Coordinator 704 5 ABBI—F 1 x—4 —

BEBE

ANt
ARY v T4 AR T I—THRAEH

KAID
1589182

*E
TRAT - B

ERFE
E#E

]t
RRER 23X

w5
BBRERO L, HHEHK

=i HE
20265048308 05:00

INE=IT2 St

BHER
3FELE

FrYTFLRIL
FIRRERE L NIL
EELAL

EYXRAKFE LRI
B&AEL NIV
EVRIAKFTEL NI
R

Kz 2+
BEOEY
HATORFBHFAIIVLETY

BEER

Program Management Coordinator 7045 AEE 1—75 1 r—4 — | Travel Agency - Hybrid, English Focused,
Central Tokyo

QOur client, a travel agency in central Tokyo, is seeking a Program Management Coordinator for a permanent position with
hybrid work opportunities. This role offers the chance to enhance your skills in data collection and document creation,
primarily in English, within a supportive team environment. Enjoy a competitive salary of JPY 3—4M and the flexibility of
hybrid work arrangements.
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Key Responsibilities:


https://www.careercross.com/company/detail-34951
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- Create documents and presentations in English

- Collect and analyze numerical data

- Prepare travel expense reports using Excel

- Develop PowerPoint presentations for healthcare clients

SHETOBERYILEYT—Y 3 VOER

- BET — % DINE & 2

- HIRREDORESMER (ExcelfEf)

- ERERMITOPowerPoint 7L E Y F— a VIER

Qualifications:

- Strong skills in PowerPoint and Excel

- English proficiency: Writing 70%, Speaking 30%

- Industry experience required

- Experience with data analysis tools is preferred but not mandatory
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