Recruitment of Local Staff of Consulate General of Japan at Denver

The Consulate General of Japan at Denver is seeking qualified candidates to join its
Local Staff.

Eligible persons are welcome to apply by sending a resume and one letter of reference,
along with contact information including telephone, e-mail, and mailing address to
the address below.

Applications must be received by Friday, January 31, 2020.

Please note that the Consulate will neither confirm the receipt of applications nor
return items to applicants. No inquiries by phone calls or emails accepted.

1. Position;
Administrative Staff.

2. Duties;
Support duties including basic accounting, filing, lobby / telephone reception,
coordination with external maintenance contractors, etc.

3. Basic Working Hours;
Mon — Fri, 9 a.m. through 5 p.m(includes 1 hours lunch time), Possible overtime
work during busy hours.

4. Qualifications;

1) Available for long term commitment / employment.
2) Must be US citizen or Green Card holder.

3) Fluent in both Japanese and English languages.

4) Experience with Word and Excel.

5. Selection Process;

After the initial document screening, selected candidates will be contacted for an
interview and written examination.

Upon hiring, there will be an introductory trial employment period of 90 days.

6. Reply to;

Attn: MASAMICHI NOGUCHI(Mr.)
Consulate General of Japan

1225 17th St. Suite 3000

Denver CO 80202
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Attn: MASAMICHI NOGUCHI (Mr.)
Consulate General of Japan at Denver
1225 17tk St. Suite 3000
Denver CO 80202



