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This role serves as a key support function within the Medical & Patient Affairs team, partnering closely with senior leadership
and helping ensure smooth departmental operations through coordination, administration, and stakeholder support.

Job Description

Provide executive support to the department head, including calendar management, meeting coordination, travel
arrangements, and expense processing.

Maintain the department's master calendar and coordinate cross-functional meetings and activities.

Support contract administration, Hanko processes, document management, and record keeping.

Coordinate vendor-related administrative activities, including invoice and purchase request processing.

Maintain shared resources, contact lists, and department documentation.

Collaborate with internal stakeholders to support efficient department operations and continuous process improvement.

Employee Benefits:
Health Insurance


https://www.careercross.com/company/detail-218992
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Employees' Pension
Employment Insurance

Industrial Injury Insurance

AFI) - B

Experience in executive assistant, coordinator, or administrative support roles.

Strong organizational and multitasking abilities.

Excellent communication and stakeholder coordination skills.

High attention to detail and accuracy in documentation and administrative processes.
Ability to manage schedules, meetings, and multiple priorities in a fast-paced environment.
Proficiency with business systems and common office applications.
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We provide specialized proactive recruitment support tomultinational clients who are setting up new operations or
areexpanding existing business and seeking further growth in theJapanese market.As the first Japanese recruitment
company to set up operations in theUK in 1975, understanding foreign cultures is second nature to us.With our extensive
global network and historically leading position asrecruitment consultancy to Japanese corporations, we have access toan
unrivaled pool of bilingual Japanese and foreign professionals.Our professional consultants are experts in a range of
Industries andfunctions and all have extensive multicultural experience.Based on JAC’s unique history, culture and market
strength, JACInternational was founded to provide dedicated support to ourmultinational corporate clients in Japan.

JAC International Co., Ltd. is a wholly owned subsidiary of JAC Recruitment. Co., Ltd.
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