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Community Associate
Company Overview

The employer is a global provider of flexible workspace solutions with a long-standing presence in the industry. With
thousands of locations across more than 100 countries, the company supports a wide range of clients including startups,
small and medium-sized businesses, and large multinational corporations.

By offering a variety of serviced office, coworking, and managed workspace solutions, the organization enables customers to
choose work environments that align with their business goals, working styles, and growth needs.

Role Overview

The Community Associate plays a key role in the daily operation of flexible workspace locations. This position combines
front-desk customer service, facility operations, and administrative support, while also contributing to the creation of a
welcoming and well-managed community environment.

Key Responsibilities
« Day-to-day operation and management of shared office facilities

« General administrative duties such as handling mail, answering phone calls, shipping packages, ordering office
supplies, and preparing documents

« Customer support, including guiding visitors to meeting rooms and providing refreshments
« Facility management tasks such as furniture setup, phone configuration, and basic troubleshooting
« Preparing offices and meeting rooms for new customers and daily use
« Ongoing communication with customers to ensure a positive experience
« Administrative work related to billing and payments
« Planning and executing community-building events
Required Skills & Experience
« Previous customer service experience in retail, hospitality, or similar environments
« Experience using standard office equipment such as copiers and printers
Preferred Skills
« Working knowledge of Microsoft Office (Word, Excel, etc.)
Personal Attributes
« Strong communication skills and a high level of customer hospitality
« Friendly and approachable, with the ability to build positive relationships
« Acts as a professional role model for colleagues
« Positive, enthusiastic, and adaptable in fast-changing environments
« Proactive in identifying issues and motivated to find solutions
« Comfortable using English in a work setting
Salary Range (Annual, Approximate)
« Major metropolitan areas: JPY 3.5M
« Large regional cities: JPY 3.2M — 3.5M
o Mid-sized cities: JPY 3.0M — 3.2M
« Other regions: JPY 2.8M — 3.0M
« Remote regions: JPY 2.5M — 2.8M
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