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Executive Assistant T/t 4951 77 X4 | - Real Estate Team RE)EF — Ln (Competitive salary, Flexible WFH,
Marunouchi)

Overview

Our client is seeking an Admin Assistant to provide executive support to senior professionals in a global investment
management and real estate firm based in Central Tokyo. This role offers direct support to the Managing Director and
exposure to a small, close-knit real estate investment team. The position features competitive compensation above market
rates and flexible work-from-home options depending on workload and business needs.


https://www.careercross.com/company/detail-34951

Key Responsibilities:

Manage complex schedules for Managing Director and senior team members
Coordinate international and domestic travel arrangements

Provide administrative support to real estate investment team

Organize and coordinate meetings and events for senior professionals

Handle last-minute schedule changes with flexibility and initiative

Liaise with internal and external stakeholders on behalf of executives

Prioritize and manage multiple competing tasks under pressure

Maintain confidentiality and discretion in handling sensitive information

Prepare and organize documents and presentations using Microsoft Office
Support team operations by anticipating needs and proactively resolving issues

Requirements:

Experience supporting senior executives in financial or professional services
Strong organizational skills for managing complex schedules

Ability to coordinate international travel arrangements

Proficiency with calendar and meeting management tools (e.g., Outlook)
Experience working independently in a small office environment

Fluency in Japanese and English for communication in Tokyo office

Familiarity with real estate investment terminology is preferred but not mandatory
Experience with Microsoft Office Suite, especially Excel and PowerPoint

Ability to manage multiple priorities under pressure

Strong interpersonal skills for liaising with senior professionals

Benefits:

Competitive salary above market rates
Flexible work-from-home 2-3 days weekly in slow seasons
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