M Industry: Hospitality

EXECUTIVE ADMINISTRATIVE Employment Type: Part Time / Full-Time
ASSISTANT

Company Description

Maana Homes is a collection of homes in Kyoto that invites guests to slow down, reconnect with themselves, and
discover secrets in Japan's ancient city. Our mission is to explore what it means to live well in today's fast-paced
world, drawing from traditional wisdom to redefine luxury.

Company Culture

The core of our company's culture is about empowering and nurturing each individual's passions and interests. The
multi-faceted nature of our company allows us to support our team's curiosities, which is the heart of everything we
do. We are on the lookout for a dependable and dynamic individual to become a long-term, essential part of our team
and join our mission.

Role Description

This is a full-time Executive Administrative Assistant role located in Kyoto with work-from-home flexibility. This
position will be responsible for providing administrative assistance, executive scheduling, file organization,
communication with team members and vendors, and HR management. The Executive Administrative Assistant will
also be responsible for clerical skills including organizing and maintaining files, schedules, and records.

Key Responsibilities
e  Staff Scheduling
HR hiring procedures and onboarding
Expense filing and invoicing
Managing account payables and receivables
Filing compliance paperwork
Assistance in subsidy filing
Organization of Company Folders and Files

Essential Qualifications

Bilingual (Fluent in Japanese and English)

Calm aptitude

Self-Driven with good organizational skills and time management.
Efficiency in Microsoft Office

Comfortable with numbers

Schedule
e  Can start with part-time, with the goal of 40 hours a week. Flexible timing
e Based in Kyoto, flexible work from home
e  Once a week in-person meeting

How to Apply
e Email hr@maanahomes.com with your CV and Cover Letter
e Let us know what inspired you to apply for this position, and tell us a bit about your passions and curiosities.
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