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Trade Admin
We are actively looking for potential candidates who can make an immediate contribution to trade
transactions and trading operations.

[Work responsibilities]
- Communicate with overseas subsidiaries and distributors on tasks concerning international
shipments.
- Handle export and intermediary trading
- Prepare shipping and other related documents
- Prepare bank purchase documents
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+ Excel, Word, PowerPoint
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- Experience in coordinating export/ intermiediate shipment

- Ability to manage business tasks effectively

- Good skills in using Microsoft Office (Excel, Word, PowerPoint)
- English level (TOEIC 600+ is preferred)
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- Able to think logically
- Able to manage negotiations
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* Allowances : Family allowance, housing allowance, overtime allowance, etc.

+ Salary raise: Once a year (April)

« Bonus: Twice a year (July and December)

+ Social insurance: Health insurance, employee pension insurance, unemployment insurance,
workers accident compensation in
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surance

* Benefits: Employee stock ownership program, childcare leave, nursing care leave, company trips,
etc.

« Others: Smoking is prohibited throughout the companys facilities and is discouraged for the health
of employees.
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