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JOB OFFER 

 

Administrative Assistant – Consular Section 
 

The Embassy of Belgium in Tokyo is hiring a customer-friendly Administrative Assistant - One-year 
contract - renewable (Ref : BEL/TYO/2022/CONS1) 

 

Job Description: 
 

- Full-time job in a dynamic and pleasant working environment  
- Support the activities of the consular section of the Embassy, with a focus on handling visa files. 
- Support the activities of the communication team of the Embassy   

 
Example of missions:  
 
 

- Process visa applications, prepare and review files in accordance with the guidelines 
- Provide customer-oriented and efficient assistance to Japanese, Belgian and other citizens emailing, 

visiting or calling the Embassy  
- Contribute to the external communication of the Embassy, helping with website, social media, 

newsletter, etc.   
- Contribute to the organization of events hosted by the Embassy  
- Provide translation support (Japanese to English or French/Dutch to English and vice versa) of e-mails, 

guidelines and other administrative documents.   
- Carry out various administrative and logistical tasks 
- Other missions, depending on the needs 

 

Required profile 
 

- Excellent command of English, both written and oral 
- Excellent command of Dutch and/or French, both written and oral  
- Very good knowledge of Japanese, both oral and written 
- Good IT knowledge (MS Word, Excel, Outlook) 
- Good command of SNS (Facebook, Twitter etc.) and website management is an asset  
- Good communication and interpersonal skills, good team player  
- Good attention to details and strong organizational abilities 
- Any previous work experience in Embassy, public service, communication, PR, office management is an 

asset 

https://japan.diplomatie.belgium.be/


 
- All non-Japanese applicants must hold the required residence and work permit to be eligible for 

consideration. The Embassy will NOT provide any assistance in obtaining Japanese residence visa 
and/or work permit 

 
Conditions 
 

- Fixed-term contract for one year renewable, with a trial period of three (3) months 
- Working hours: 40 hours/week 
- Advantages: gross salary: min 462.200 JPY/month, summer and end-of-the-year bonus, 

public transport refund, medical check-up, twenty-five (25) statutory holidays 
- Estimated starting date: 1 January 2023 

 
Application procedure 
 

- Send your CV and cover letter in English no later than Friday 11 November 2022, 11PM (Tokyo time) 
to tokyo@diplobel.fed.be clearly stating “Administrative Assistant - BEL/TYO/2022/CONS1” in the 
subject line.  

- After a first screening based on CV and cover letter, selected candidates will be invited for a written 
and oral test to assess their skills, motivation and linguistic competences.  

- A second screening will be operated and short-listed candidates will be invited for an interview.  
 

Questions ?  
 

- If you have a question about this job offer, don’t hesitate to send it per email to 
tokyo@diplobel.fed.be.  
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