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Project Period:
Location:
Akasaka, Minato-ku, Tokyo
Position:

IT Support Engineer / Laptop Refresh Technician

Project Description

We are seeking five IT Support Engineers / Laptop Refresh Technicians to support a large-scale laptop refresh and
deployment project involving approximately 1,550 laptops.

The successful candidates will be responsible for the end-to-end laptop refresh process, including device preparation,
configuration, deployment, user handover, functional verification, and replacement of existing laptops. All activities must be
performed accurately and efficiently in accordance with established project procedures and schedules.

Key Responsibilities
« Perform laptop refresh and replacement activities for approximately 1,550 devices
« Set up and perform initial configuration of new laptops
« Install, configure, and verify Windows OS and required applications
« Deploy laptops to end users and perform user handover
« Replace existing/legacy laptops with new devices
« Perform basic troubleshooting of laptops, peripherals, and related IT issues
« Respond to basic user inquiries and provide appropriate support

« Verify and update IT asset and device information



« Record completed activities, issues, and project progress accurately
« Coordinate with project team members to ensure smooth execution and adherence to schedules
« Escalate technical or operational issues to the appropriate team when required

« Follow established procedures, work instructions, and security requirements
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Required Skills & Experience

Practical experience in IT Support, Help Desk, Deskside Support, Field Support, or a similar role
Hands-on experience with PC/laptop setup, replacement, deployment, or rollout activities

Basic knowledge of Microsoft Windows operating systems

Good user-facing communication and customer service skills

Ability to follow documented procedures and work instructions accurately

Ability to work efficiently and systematically in a high-volume IT environment

Strong attention to detail and a responsible approach to assigned tasks

Preferred Skills & Experience

Experience participating in PC replacement, laptop refresh, or device migration projects
Experience with large-scale PC deployment, rollout, or kitting projects

Basic knowledge of Microsoft 365

Experience with IT asset management

Experience working on projects involving a large volume of IT devices

Previous experience providing IT support in an English-speaking or bilingual environment

Language Requirements

« Japanese: Required
« English: Preferred

Japanese-English bilingual candidates will be given preference; however, Japanese-only candidates are also welcome to
apply.

Ideal Candidate Profile
The ideal candidate will:

« Be able to perform laptop replacement and deployment activities accurately, efficiently, and consistently
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« Work effectively as part of a team in a large-scale IT project environment
« Communicate professionally and courteously with end users
« Strictly follow established procedures, schedules, and project requirements
« Demonstrate a strong sense of responsibility and ownership for assigned tasks
« Be flexible and proactive when responding to project requirements or operational issues
« Maintain a professional attitude throughout the project
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