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Job Information

Recruiter
Morgan McKinley

Job ID
1582306

Industry
Bank, Trust Bank

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards

Salary
Negotiable, based on experience

Refreshed
March 16th, 2026 16:52

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Fluent

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description
B#Y—EREBLABMGH - BHELES |

HERRITEEDAERE HRVZRSYRN) &LT
EDHBARL—2avaREEELTWEEZET,

HABREPHABRY I EE L AN SEELED I, RAE—FBOHIBRETEBEHMOAEE LTERRLAEVAI

RBETY,

F—=FUTHEHELP TV, HEEZKRDICT ZHERALBA.

FLBHERE

. BEEE (R1O0—-JL) ZHDIC

B

P
=
=

B, ABRHFHRER

Page 1 of 3


https://www.careercross.com/en/company/detail-43840
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An exciting opportunity is available for a Bilingual HR Generalist to join a global travel and tourism organization in Tokyo.
This role plays a key part in ensuring smooth payroll operations, employee lifecycle support, HR compliance, and an
excellent employee experience. Working closely with internal stakeholders and external vendors, this position is ideal for
someone who enjoys hands-on HR administration in a fast-paced, international environment.

Key Responsibilities

« Support monthly payroll operations, including payslip distribution, commuting allowance adjustments, pension
submissions, and special payments.

« Manage attendance and leave administration, including timesheet follow-ups, 36 Agreement tracking, and
compliance-related processes.

« Handle employee lifecycle HR administration, including onboarding, orientation, resignations, and offboarding
procedures.

« Coordinate with external vendors for payroll, temporary staffing services, onboarding procedures, and invoice
processing.

« Maintain HR master data, reports, and employee records such as annual leave, overtime, and attendance tracking.

« Support employee engagement initiatives and contribute to a positive workplace culture.

« Provide general office administration support, including stationery purchasing and vendor coordination for office
facilities.

Required Skills
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Required Skills and Qualifications Experience:
« 2-5years of experience in HR operations, HR administration, or a generalist HR role.
« Hands-on experience supporting payroll and attendance management processes.
« Experience working with external vendors (payroll, staffing, or office services).
« Familiarity with HR reporting and employee data management.

Soft Skills:
« Strong attention to detail and accuracy.
« Excellent organizational and time-management skills.
« Ability to handle confidential information with discretion.
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« Clear and professional communication skills.
« Proactive, reliable, and able to manage tasks independently.

Language Requirements:
« Japanese: Fluent (Native or near-native level preferred)

« English: Intermediate to Business level

Preferred Skills & Qualifications
« Experience in a multinational or professional services environment.
« Knowledge of Japanese labor law and HR compliance basics.
« Experience supporting employee engagement initiatives.
« Exposure to HR systems or payroll platforms.

Why You'll Love Working Here

Work in a global and multicultural environment with strong teamwork.
Supportive and people-focused culture with open communication.
Hands-on exposure to international business operations.

Stable global organization with long-term growth opportunities.

Fast-paced and collaborative workplace that values reliability and trust.
Additional benefits available through the company's travel-related services.

Company Description
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