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This role involves providing administrative support such as office maintenance, equipment
procurement, file management, payment processing, and handling inquiries and visitors.
Responsibilities also include facilitating communication through phone calls and internal emails, as
well as managing various administrative tasks to ensure smooth operations.
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* General administrative support

* Office maintenance support

* Coordination of equipment and supplies

* Payment processing support

* Handling phone calls and internal email communications
BEOAM

* Self starter

* Japanese and English business level

* Excel, PP, Word
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To apply online please click the 'Apply' button below. For a confidential discussion about this role
please contact Jeff Liao at +81 3 6832 8607.

Headquartered in Singapore, one of Asia's largest diversified real estate groups. It focuses on real
estate investment management and development, integrating sustainable practices to deliver long-
term economic value while contributing to environmental and social well-being.
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