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HR C&B staff (Associate) AZE HS5HHFEY (7VYPIM1hN)

Job Information

Hiring Company
Forvis Mazars Japan Co., Ltd.

Job ID
1574400

Division
HR

Industry
Audit, Tax Accounting

Company Type
Large Company (more than 300 employees) - International Company

Non-Japanese Ratio
Majority Japanese

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards, Minato-ku

Train Description
Ginza Line, Tameike Sanno Station

Salary
3 million yen ~ 5.5 million yen

Work Hours
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General Requirements

Minimum Experience Level
Over 1 year

Career Level
Mid Career

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

Minimum Japanese Level
Business Level

Minimum Education Level
High-School

Visa Status
Permission to work in Japan required
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Job Description

Handle internal payroll operations, including attendance management and payroll calculation using HR systems
Manage social insurance procedures related to hiring, termination, and various types of leave

Register and maintain data in various HR systems

Perform year-end tax adjustment tasks and prepare payroll reports

Handle labor-related tasks (issuing various certificates, managing contracts for fixed-term employees, managing visa
status for foreign employees, etc.)

Manage health and safety tasks (health committee, regular health checkups, stress checks, etc.)

Prepare various reports (wage ledger, compliance checks for labor agreements, etc.)

Onboarding & Offboarding

Support other HR-related tasks (internal event support, responding to employee inquiries, etc.)

Required Skills
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MUST
« Practical experience in payroll operations at a business company or shared services company (2+ years)
« Practical experience in social insurance procedures (2+ years)

« Excel skills (functions such as SUM, IFS, XLOOKUP, DATEDIF, and pivot tables)
« English ability (basic reading and writing)

NICE TO HAVE

« Open to new IT technologies
« Holder of Second-Class Health Supervisor certification

Company Description
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