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QOur client is a very stable, profitable construction and engineering firm with a diverse, international workforce, long-term

stable client contracts, low overtime and excellent HR support.
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https://www.careercross.com/company/detail-285637
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They are hiring Bilingual Project Admin / Procurement staff for government-related construction projects in the Kanto area,
with offices across Japan.

Main duties

« Prepare English and Japanese project documents, invoices and reports
« Support purchasing, ordering and delivery tracking

« Manage project files and submittals

« Coordinate with clients, suppliers and the site team

Work environment

« Bilingual team; English used with clients
« Bonuses and annual raises
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Must

« Office admin or purchasing experience
« Native-level Japanese and business-level English
« Microsoft Office (Excel, Word)

Welcome

« Construction or engineering background
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