ESPECIALIZED Understanding People
HR Operations Specialist/ AEA XL —< 3 iEY

Job Information

Recruiter
Specialized Group

Job ID
1582577

Industry
Internet, Web Services

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards

Salary
Negotiable, based on experience

Refreshed
March 31st, 2026 02:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Business Level

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

HR Operations and Admin Specialist AEARL—> 3V ELUVEE AR ¥ 1) 2 | Hybrid | Bilingual Environment

Our client, a leading innovator in technology for collectors, is seeking an HR Operations and Admin Specialist for their hybrid
Tokyo office. This role offers the chance to support a dynamic team in a bilingual environment, navigating the exciting world
of collectibles.
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Key Responsibilities:

- Serve as HR point of contact for employees and managers
- Ensure compliance with Japan labour laws and regulations
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https://www.careercross.com/en/company/detail-34951

- Execute HRIS tasks to support data integrity and compliance
- Manage contingent worker agency engagements and tracking
- Collaborate with global HR teams for seamless operations

- Provide bilingual HR support in Japanese and English
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Qualifications:

- 3+ years HR experience in high-growth settings

- Understanding of Japan labour laws

- HRIS experience (Workday preferred)

- Native in Japanese and business level in English

- Bachelor’s degree in Human Resources Management or related field
- Experience with employee lifecycle management

- Strong customer service and stakeholder management skills

- Experience in a hybrid work environment
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Benefits:

- Hybrid work setup

- Social insurance coverage

- Paid annual and special leaves

- Defined Contribution Pension Plan

- Group Life and Long-Term Disability Insurance
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Company Description
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