ARQIS

FOREIGN LAW OFFICE

Assistant at German Law Firm RA YV REREBRFTOT VA F o M ES
Full-time position in Tokyo 7/ %A A (FifEH! : )

About Us
7 — % A EE LR E R EAEEFTICOWT  (HP: https:/www.arqis.jp/)

ARQIS Foreign Law Office is the Tokyo office of ARQIS Partnerschaftsgesellschaft mbB, a
German law firm specialized in cross-border transaction business between German speaking
countries and Japan. In Tokyo we operate in a joint enterprise with TMI Associates, one of the five
largest law firms in Japan.
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Job Description
7 Ta k-
® General office management (main task)
F T 4 ADEE
® Supporting role as legal secretary
T LR EET
® Handling of HR affairs
N B
® Monitoring office IT
F7 4 AW T EH
® Handling general administrative tasks such as incoming calls and e-mails
am A — VR
® Arranging internal and external events, seminars etc.
FTNAA R N DA

The Successful Applicant
ZEFE LWAS
® Native Japanese
H AGE DS REE R
® Fluent English (TOEIC 800~); basic knowledge of German is an advantage but not required
JeEED Y (TOEIC800 /R HZ) . RA YVEEDFREN SV Al
® Several years’' experience in large Japanese or international law firm
HARDKRFIERFBT D 5 I E BRI CEEE M O EhF5 5k
® Excellent knowledge of MS Office / Outlook etc.; document processing etc.
XY 3 RIS LB, (MS Office, Outlook 7¢ &) 1T 2655 g
® Flexible and reliable person
TG S v, FEOBT 575



ARQIS

FOREIGN LAW OFFICE

What’s on Offer
&M - 78

Starting date: from April/May 2026 or earlier
BBLAE 2026 45 4 AAI~5 A (EAERE
Working hours: Monday — Friday 9:00 — 18:00 (1hr lunch break)
ESERF: A ~4 9:00 — 18:00 (BT 1 IKffiH)
Attractive salary package in accordance to your experience (annual fixed salary, overtime
paid separately, salary increase determined depending on office performance and work
proficiency)
fa5 RRBRAE TG U CEE, B, B L, Afah (FEMERK OB EREICL
URINE)
Allowances; overtime allowance, commuting allowance
Y RFESN Y, @Y
Holidays: year-end and New Year holidays, summer holidays
IRIR - ERFAAR, BRI
Paid holidays: paid according to office regulations
e HEIZ KLY
Benefits: employment insurance, lawyer's national health insurance, employees' pension
insurance (half paid by the office), commuting allowance
BRI  EHRR, i LER, BEASES CREEEFTAH) . RRSFY, mEFL4e
RS
Located in central Tokyo for easy access
HOROHOIIAZE L, 88 A

Contact

EHESE

ARQIS Foreign Law Office

7 — % ASMENESL R F AR T
Tel: 03-6438-2770

Email: ulrich.kirchhoff@arqis.jp




