##5~< & — ¥ — / General Affairs Manager

Job Information

Recruiter
Advisory Group K.K.

Job ID
1561283

Industry
Pharmaceutical

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards

Salary
Negotiable, based on experience ~ 15 million yen

Refreshed
December 5th, 2025 05:00

General Requirements

Minimum Experience Level
Over 10 years

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Native

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description
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https://www.careercross.com/en/company/detail-215788
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Lead corporate governance and operations in a global environment!
Company Overview

A global pharmaceutical company is seeking an experienced General Affairs Manager to lead its corporate functions in
Japan.

This is a key position responsible for board operations, internal controls, crisis management, stock-related affairs, and overall
general affairs management.

You will work closely with executive leadership and oversee governance from both strategic and operational perspectives.

Key Responsibilities
« Enhance corporate governance and internal controls through board and document management
« Organize and manage Shareholders’ Meetings, Board of Directors, and executive meetings
« Maintain and update company policies, internal documents, and approval workflows
« Manage shareholder registry, stock options, and stock-related procedures
« Oversee commercial registration and company seals
« Lead crisis management activities including BCP, disaster prevention, insurance, and anti—-social forces response

« Supervise facilities, asset management, vendor coordination, and general affairs operations

Required Skills
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Requirements
« 10+ years of experience in general affairs with management responsibilities
« Experience working in a listed company
« Hands-on leader with the ability to both manage and execute operations
« Native-level Japanese

« Business-level English
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« Valid work authorization for Japan

Preferred Qualifications
« Experience in the pharmaceutical industry
« Proven ability to collaborate with executives and cross-functional teams

« Broad knowledge of corporate administration including stock management, compliance, and facilities

Company Description
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