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https://www.careercross.com/company/detail-396731

|_|:

RIS aVHE

REICA#HZEEE, B2BT 4 YTy I SIVREREMT Y / OY —EHICEH#EFHDOT/O-/IVEEER - RV Fv—
FrEFITORBERI >3V TY, TOY, PIYT7HFEOETENRNSREERBREESI TN, BATOAXRL -
Y aVHRER>THED, HAARL -y a VP R—-FEES> T ERETZHERENCUET,

Responsibilities

Administrative Support
Support smooth daily operation by providing general administrative tasks such as

Handling incoming domestic and international calls, emails,

Ensuring the meeting is properly scheduled/fixed,

Booking meeting rooms and setting up online meeting environment,

Preparing and managing various digital and physical documents such as invoices and contracts,
Sorting postal mails, packages, and office supplies and

Greeting external guests and serve refreshments upon their arrival.

Executive Support

« Support the executive or other internal member assist their portfolio companies, editing and refining documents and
presentation materials, translating materials between English and Japanese

« Prepare and manage data and documents such as expense reports, quotations, contracts, invoices, meeting

materials, and confidential documents

Manage schedule by coordinating domestic and international meetings; create precise itineraries as necessary

Arrange external dinners including booking venues

Arrange domestic and international business trips

Support the executive member with various business matters on an ad hoc basis

¢ BRIV aVRNATUY BHERI > 3> EBRVET, TIVYE- FREEOHIIRT,
¢ VCOFPFURFEBELRAOES, EHEERERBLANTSDEY

+ YIERHIE3 » ARHZEEE (RHA)

AFI - B

AT C&RER - H15%% $$55 D7 /Experience and Knowledge ;

* 4 -year college graduate is highly preferred

* Native Japanese fluency: required for documentation and domestic communication

* Strong command of English language, including reading and writing
--- translation experience highly preferred but it can also be done using Al tools

*2+ or more years of experience as an administrative professional or executive assistant
--- experience in the financial domain is highly preferred

* PC skills and familiarity with IT tools (MS word, excel, PPT, slack, Zoom, Teams, Al tools)

* Excellent communication and interpersonal skills

* Multi-tasking and organizational skills
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* A degree in Finance or related field

* Strong interest in Venture Capital and/or Asset Management
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