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- Bachelor’s degree in Business Administration, Management, or a related field

- Business-level proficiency in English; Japanese language skills are highly preferred
+ Minimum 3-5 years of experience in general administration or office management

+ Experience supporting senior management (e.g., MD/Directors) is preferred

+ Knowledge of facility management, safety regulations, and compliance practices

+ Experience in handling expatriate support and travel coordination is an advantage
+ Basic understanding of IT equipment and office systems
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