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MetroResidences

(AE/#7EY] HR & Administrative Specialist

Job Information

Hiring Company
MetroResidences Japan K.K.

Job ID
1530883

Industry
Real Estate Brokerage, Management

Company Type
Small/Medium Company (300 employees or less) - International Company

Non-Japanese Ratio
About half Japanese

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards, Minato-ku

Salary
4 million yen ~ Negotiable, based on experience

Salary Bonuses
Bonuses paid on top of indicated salary.

Work Hours
9:30~18:30

Holidays
sE2BER28% (EBA#A) . EREHREB/EI0BE L. ZORIZESICHVIEN. SHRAR (Bf) £58

Refreshed
May 2nd, 2025 11:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Daily Conversation (Amount Used: English usage about 10%)

Minimum Japanese Level
Fluent

Minimum Education Level
Associate Degree/Diploma

Visa Status
Permission to work in Japan required

Job Description

MetroResidencesiC D W T :


https://www.careercross.com/en/company/detail-330005
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Role Overview:

MetroResidences Japan is seeking a core member to support both organizational and operational functions as part of our
rapidly growing team.

Operating with a compact team of around 15 members, our Tokyo office relies heavily on the capabilities of our back-office to
ensure smooth and effective business operations.

This role will cover a wide range of HR and administrative responsibilities, playing a key part in both creating a supportive
work environment for employees and enhancing the overall efficiency of our organization.

In addition to handling day-to-day tasks, you'll also have the opportunity to proactively improve systems and workflows. It's
an ideal environment for those who want to contribute to building a company’s foundation and apply their diverse experience
in a fast-moving startup setting.

With team members from diverse national backgrounds, this is also a great opportunity for those who wish to work in a global
environment and utilize their English communication skills through direct interaction with our overseas team.

Depending on your experience and preferences, we will adjust the initial scope of responsibilities.
We hope that you will gradually expand your role and eventually take ownership across both HR and general administration
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areas.
HR Responsibilities

Attendance tracking and payroll coordination (in collaboration with HQ)

Full-cycle recruitment support (job posting, interview scheduling, candidate communication, etc.)
Handling employee onboarding and offboarding procedures

Supporting employee check-ins and onboarding processes

Developing and updating internal policies and HR systems

Planning and organizing internal events and engagement initiatives

Administrative Responsibilities

Processing invoices and handling payment operations

Confirming incoming payments and checking expense reimbursements
Preparing and managing contracts (including e-signatures)

Overseeing office environment and facility management

Coordinating with vendors and suppliers, managing purchase orders
Organizing and maintaining documents and data files

Improving internal manuals and streamlining operational workflows
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Qualifications:

« Minimum 3 years of hands-on experience in either HR or general administration
« Strong interpersonal and communication skills, both internally and externally
« Comfortable with reading, writing, and basic conversation in English

Company Description
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