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Senior Executive Assistant > —7 T/ 5 1 77 X4 > b - Executive Support (Up to ¥11M, Roppongi Office)

QOur client, a Japanese subsidiary of a US-based Fortune 150 technology company, is seeking a Senior Executive Assistant
to support key executives in their food delivery service operations. This role offers the opportunity to engage in strategic
projects and manage complex international schedules, providing a platform for career growth in a dynamic tech environment.

Understanding People

Y24k (Upto ¥11M)

The position offers a competitive salary of up to 11 million yen and is based in the vibrant Roppongi district.
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Key Responsibilities:

- Manage complex calendars for senior executives
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- Coordinate multi-location meetings with international EAs
- Organize and assist with team activities and events

- Coordinate travel arrangements and expense reporting

- Support key team initiatives as project coordinator

- Prepare presentations for executive meetings
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Qualifications:

- 5+ years experience in executive assistance for C-level executives

- Fluent in Japanese and English

- Experience with Microsoft Office Suite and Google Workspace

- Experience in global tech or startup environment is preferred but not mandatory
- Strong organizational and communication skills

- Experience with event planning and coordination is preferred but not mandatory
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