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Responsibilities
« Prepare and process sales-related documents, including quotations, order forms, and invoices.

« Manage email and telephone communications with Japanese clients in a professional business setting.
« Coordinate closely with the Singapore office to ensure smooth business operations.

« Provide administrative and operational support to the sales team.

« Monitor and manage customer orders, delivery schedules, and related follow-ups.

« Maintain accurate records through data entry and document management.

« Perform other sales administration and general office support duties as required.

Requirements
« JLPT N2 certification or equivalent Japanese language proficiency.


https://www.careercross.com/company/detail-228299

« Strong ability to communicate effectively in Japanese within a business environment.

« Basic working proficiency in English and/or Indonesian.

« Familiarity with Microsoft Office applications, particularly Excel, Word, and Outlook.

« Strong organizational skills, attention to detail, and the ability to manage multiple tasks efficiently.

Notice: By submitting an application for this position, you acknowledge and consent to the disclosure of your personal
information to the Privacy Policy and Terms and Conditions, for the purpose of recruitment and candidate evaluation.

Privacy Policy Link: https://www.jac-recruitment.co.id/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.co.id/terms-of-use
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