
PR/087582 | Sales Administration & Import / Export Coordinator

募集職種

人材紹介会社
ジェイ エイ シー リクルートメント ドイツ

求人ID
1609837  

業種
その他（メーカー）  

雇用形態
正社員  

勤務地
ドイツ

給与
経験考慮の上、応相談

更新日
2026年09月01日 10:32

応募必要条件

職務経験
1年以上  

キャリアレベル
中途経験者レベル  

英語レベル
日常会話レベル  

日本語レベル
無し  

最終学歴
短大卒： 準学士号  

現在のビザ
日本での就労許可は必要ありません  

募集要項

*Applicants must have a valid working permit in Germany or European Union*
 
Company Overview

 

Our client is the European headquarters of a globally recognized manufacturer of automated food processing machinery.
Headquartered in Japan, the company has been supplying advanced food production equipment to customers worldwide for
decades. The European organization has been operating in Germany since the 1970s and serves as the regional
headquarters for Europe, the Middle East, and Africa (EMEA), providing sales, technical support, maintenance, and
customer services.
The Düsseldorf headquarters includes a technical center where customers can develop and test new food products and
production processes. Through its strong global network and industry-leading technology, the company has established a
solid reputation within the food manufacturing industry. 

This position has been created as part of a long-term succession plan to ensure a smooth handover from a highly
experienced team member approaching retirement in the coming years.
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https://www.careercross.com/company/detail-375384


 

Job Responsibilities

 

Support order processing and sales administration activities

Provide administrative support to the Sales Department

Assist with quotations, invoicing, and sales-related documentation

Coordinate import and export operations for machinery and spare parts

Prepare and manage shipping, customs, and logistics documentation

Communicate with freight forwarders, customs authorities, and logistics providers

Arrange shipments and monitor delivery schedules

Coordinate communication between customers, suppliers, and the headquarters in Japan

Arrange business travel, including hotel and transportation bookings

Maintain and update records within internal systems

Perform general administrative tasks as required

 

Job Requirements
 

          Required

Business-level German language skills

Experience in administration, sales support, order processing, logistics, or related fields

Good knowledge of Microsoft Office (Excel, Word, Outlook)

Strong organizational and coordination skills

High level of accuracy and attention to detail

Strong communication and interpersonal skills
 

Preferred 

Experience in import/export operations

Experience in international logistics or shipping coordination

Experience dealing with freight forwarders and customs procedures

Experience within a manufacturing, industrial, or trading company

English communication skills for an international business environment

Experience working in a Japanese or international company

 

      Personal Profile

Reliable and responsible work style

Long-term career mindset

Service-oriented and supportive attitude

Team player with strong interpersonal skills

Page 2 of 3



Ability to manage multiple priorities in a dynamic environment

 

What we offer

Opportunity to work at the EMEA headquarters of a global market leader

Stable and long-term employment with an internationally recognized Japanese company

Comprehensive onboarding and product training

International working environment

35-hour work week

Monday to Friday daytime schedule

Overtime paid separately

Holiday bonus and Christmas bonus (13th salary)

Company vehicle for business travel

Long-term career development opportunities

Small and friendly local team environment

Extensive customer contact and independent work responsibility

 

 #LI-JACDE #countrygermany

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.de/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.de/terms-of-use

会社説明
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