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HAP-KY is the largest employer in Harrodsburg and Mercer County, KY., employing over 630 people.   We are the North American headquarters for the Hitachi automotive division and are a Tier-One automotive supplier to companies such as Nissan, GM, Ford, Toyota, Honda, BorgWarner, and Subaru-Isuzu-America.  We currently have the following open position:  

                                                               Bi-lingual Assistant 


Job Description:


** 80% dedicated to supporting operation needs; 20% providing support to our expatriate staff and family.

Operations Support:
1. Support communication between Japan and US.  Provide verbal planning and communication along with any document translation that may be needed.
2. Schedule Management travel, in/out of the office, meetings. 
3. Support planning and organization of travel and visitors to HAP.
4. Support and develop PowerPoint presentation for speeches and company overviews.
5. Support and develop the creation of documents and procedures that are/may be required.

Expatriate Support:
1. Support HR with any need related to expatriates.
2. Support families of our expatriate staff and develop orientation system to show
     Japanese families the community, where to shop, what to buy, how to go
     to the doctor, etc. 
3. Provide any type of travel support for expatriate families that may be needed while in the US.

Qualifications:  
1.   High School Graduate or equivalent education required.
 2.   Prior executive assistant & clerical experience preferred. 
 3.   Fluent in Japanese and English speaking and writing ability are critical and require because the position entails approximately 80% English speaking support --strong English speaking and writing skills are required.
4.  Ability to use MS PowerPoint and Excel preferred.
5.  Strong overall MS Office computer skills preferred.
6. Demonstrated planning and organization skills preferred.
This position will be a temporary position initially with the intention of it becoming a full-time position depending on one’s performance.  We offer a competitive salary, advancement opportunities and an excellent fringe benefit package.  Resumes outlining education & experience must be received by 9/7/2010. Interested persons should forward their resume’ specifically for job # KY09-0472 to:

HITACHI Automotive Products (USA), Inc.

Attn:  Human Resources –Recruiting Group

Box 510, 955 Warwick Rd. 

Harrodsburg, KY  40330

Fax 859-734-5309
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