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https://www.careercross.com/company/detail-251090
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Job Description
This position serves as a liaison between our U.S. entity and our business partner in Japan.
The role is based at our office in Nishi-Shinjuku, Tokyo, and includes the following responsibilities:

« Meetings with the Company President: Meet with the President to review the company’s business and financial
performance, cash flow, use of funds, and anticipated future funding requirements.

« Document and Financial Information Management: Collect, organize, and maintain necessary financial statements
and other relevant documents, and provide reports and updates to the U.S. entity.

« Meeting and Contract Support: Coordinate and support meetings between representatives of the U.S. entity and the
President. Assist with contract execution and business discussions/negotiations, and prepare minutes for meetings
and discussions.

« Primary Point of Contact: Serve as the day-to-day liaison between representatives of the U.S. entity and the
President, including providing progress updates on ongoing matters and communicating important information.

« General Administrative Support: Handle email correspondence, prepare documents and reports, and perform other
related administrative duties.
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Required Qualifications

« Strong communication skills and confidence in communicating with corporate clients and business partners.

« Basic computer skills, including Microsoft Word, Excel, and email.

« English proficiency equivalent to EIKEN Pre-1 Grade or above or a TOEIC score of 800 or higher . For non-
Japanese applicants, JLPT N1 or equivalent Japanese proficiency is required.

Preferred Qualifications
Experience in B2B sales, sales support, customer success, or sales administration.
Knowledge or experience in finance and accounting is a plus.
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« Knowledge or experience in the real estate or financial services industries is a plus.
« Proficiency in Chinese is preferred.
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