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Duties: 00 00O

Responsible for checking guests in and out of the Hotel.

Issues room keys, pamphlets, discount cards, etc.

Works in conjunction with the bell staff to assist guests to their rooms.
Answers various questions from guests.

Arranges transportation for guests.

Computes bills, collects payment and makes change for guests.
Arranges for champagne to be sent to rooms when appropriate.

Runs various reports on the computer for management.

Other duties as assigned.

Requirements:

Must have excellent communication skills in Japanese and English.
Knowledge of using an adding machine and cash register.

Ability to understand and carry out instructions

Must be able to maintain a professional manner under stress.
Must be able to answer questions concerning the Hotel and Tokyo.
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CareerJapanCenter, KK, is a professional career development organization.

Since 1998 we have been providing bilingual secretaries and administrative support staff to foreign firms in Tokyo.

Page 1/2



® CareerCross Front Desk Clerk

Through our partnership with a major executive search firm, CareerJapanCenter also places candidates in professional
career positions.
CareerJapanCenter works closely with several universities in the USA and Japan - to assist their students in obtaining

employment with foreign firms in Japan.
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