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HR Operations Associate / A #XL—2 3> - 7Y2IA b

Job Information

Hiring Company
Okinawa Institute of Science and Technology Graduate University

Subsidiary
SRR R AFRAE

Job ID
1531058

Industry
Other (Education)

Company Type
Large Company (more than 300 employees)

Non-Japanese Ratio
Majority Non-Japanese

Job Type
Contract

Location
Okinawa Prefecture, Kunigami-gun Onnason

Salary
3.5 million yen ~ 5 million yen

Work Hours
FRESEEERS : 9:00-17:30 7L v 7 R4l (37494 £L10:00-15:00) EE7. 585 < B RS @A

Holidays
EREHRARE. ESAE. GHRAE. ERFREKE. BBEARER. EXERZEHERE

Refreshed
July 14th, 2025 09:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level (Amount Used: English usage about 50%)

Minimum Japanese Level
Fluent

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

We are seekina a hiahlv oraanized and proactive individual to ioin our team in HR Manaaement. In this role. vou will manaae
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various HR operations and contribute to key projects aimed at improving efficiency, compliance, and employee satisfaction
within the organization.

This role offers the opportunity to make a significant impact on HR operations and contribute to the success of key projects
that drive organizational growth and employee engagement. If you are a proactive and driven individual with a passion for
HR, project management, and technology, we encourage you to apply.

Responsibilities:

1. HR Operations Management:

Execute day-to-day HR operations, including but not limited to employee onboarding, offboarding, payroll processing,
benefits administration, and employee data management (role assignment determined by experience and
organizational demand).

Ensure compliance with company policies, procedures, and regulatory requirements related to HR operations.
Handle employee inquiries and provide assistance on HR-related matters.

Collaborate with cross-functional teams to streamline HR processes and improve overall operational efficiency.
Maintain accurate HR records and generate reports as needed for analysis and decision-making.

2. Project Management:

Participate in HR-related projects from initiation to completion.

Assist in developing project plans, timelines, and resource allocation in collaboration with stakeholders.

Stay updated with the latest trends and advancements in HR technology and Al to propose innovative solutions.
Coordinate project activities, meetings, and communications to keep all stakeholders informed and engaged.
Evaluate project results and identify opportunities for continuous improvement in HR operations and processes.
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Required Skills

(Required)

Business-level Japanese and English with high communication skills.

Experience in project management, including developing and executing project plans.

Excellent organizational and time management skills with the ability to prioritize tasks effectively.
Strong analytical and problem-solving skills with attention to detail.

Excellent communication and interpersonal skills with the ability to collaborate effectively across teams.
Proficiency in MS Office Suite (particularly Excel, Word, and PowerPoint).

(Preferred)

Experience in HR Operations and understanding in Japan’s labor law system.
Experience with ERP software.
Background in information technology or a related field.
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