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Operation Specialist
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[ 3k ANo NJB2410043]
Japan Business Operations ( Approx. 60% ) :

- Provide day to day operational and administrative support

+ Coordinate cross functional activities to ensure smooth business operations
+ Support local office and operational requirements


https://www.careercross.com/company/detail-184450

Customer Service Supply Chain ( We currently have a Customer Service Executive based in Japan ) :
+ Act as a key contact point for customers via phone and email
+ Handle customer ( mainly dealers) enquiries and order related communications

- Coordinate with supply chain teams on customer requirements and deliveries ( e.g. export procedures and shipping
documentation )

+ Use ERP systems for order processing and operational activities

Sales Support:
+ Provide administrative and coordination support to the sales team
« Liaise with sales representatives as required

HR Finance Administration ( Our HR and Finance are based in Shanghai ) :
+ Support local onboarding and offboarding processes
+ Assist with general HR/Finance administrative tasks in accordance to local Japan regulations
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