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GO enworld

Executive Assistant for big foreign pharmaceutical company
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JOB DESCRIPTION:
MAIN PURPOSE OF ROLE

Responsible for providing administrative and secretarial services to the organisation.
Includes producing documents, collecting, recording, sorting and filing information, handling mail, preparing routine reports,
making travel arrangements, arranging appointments, responding to enquiries, and operating office equipment.

Individual contributor that works under limited supervision.


https://www.careercross.com/company/detail-665

Applies subject matter knowledge.
Requires capacity to understand specific needs or requirements to apply skills’knowledge.
MAIN RESPONSIBILITIES

» Ensures administrative support to Senior Management (often Executives and Board Members), as well as the
establishment of internal and external contacts with the Administration.

* Ensures the processing and organization of the information in order to optimize performance.

« Collaborates with other secretaries to streamline administrative processes and maximizes efficiency levels according to the
strategy, policies and objectives set by the organization.
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-More than 3 years of experience as a secretary in a foreign company.
-Fluent in English.
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About en world

en world is a group of recruiting consultancies specialising in professional and managerial roles. Operating from 7 countries,
we support global companies’ recruitment needs through our Asia Pacific network.

About en world Japan

en world Japan supports globally-renowned international and Japanese companies to hire professionals and managers. Our
recruitment consultants specialise across both function and industry resulting in deep market knowledge and focused search
results.

en world Japan was founded in 1999, operating as Wall Street Associates and specialising in financial services recruiting.
We expanded our coverage and service in response to our customer needs. In 2010 we became a group company of en-
japan inc.,a leading internet-based provider of recruitment services in Japan.

en world Japan K.K.
http://enworld.com/jp-en

[Tokyo Office]
12F Tokyo Square Garden 3-1-1 Kyobashi, Chuo-ku Tokyo 104-0031
TEL: 03-4578-3500

[Osaka Office]
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4F Maruito Nishiumeda Building, 3-3-45 Umeda, Kita-ku, Osaka-shi, Osaka 530-0001
TEL: 06-7777-1350

[Nagoya Office]
8F RICCO Sakae, 3-14-7 Sakae, Naka-ku, Nagoya 460-0008
TEL: 052-990-2060
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