n SPECIALIZED
HR & GA Administrator A% - 45 EE

Job Information

Recruiter
Specialized Group

Job ID
1589407

Industry
Retail

Location
Tokyo - 23 Wards

Salary
Negotiable, based on experience

Refreshed
April 20th, 2026 18:45

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

Understanding People

HR & GA Administrator A - #3753 % | Luxury Watch Industry - 2 Days WFH, Ginza Office

Our client, a prestigious company in the luxury watch industry, is seeking an HR & GA Administrator for their Tokyo office.
This role offers a unique opportunity to support both office and boutique staff, ensuring smooth operations and maintaining
an optimal working environment. Enjoy the benefits of two days of work-from-home flexibility and the chance to expand your

HR experience in a prime Ginza location.
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Key Responsibilities:

- Coordinate with vendors for office and boutique needs
- Assist with payroll and labor administration tasks
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- Manage office equipment and uniform orders

- Plan and manage annual office maintenance schedule

- Coordinate external meetings and company events

- Manage disaster control and risk management plans

- Oversee security card management and building access
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Qualifications:

- GA experience

- Payroll experience is preferred but not mandatory

- Strong computer skills in Excel, Word, PowerPoint, Outlook
- English proficiency is preferred but not mandatory

- Experience in retail industry is preferred but not mandatory

- Ability to communicate effectively in Japanese

- Experience with office management and vendor coordination
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Company Description
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