
PR/123806 | HRGA Executive

Job Information

Recruiter
JAC Recruitment Indonesia

Job ID
1599766  

Industry
Pharmaceutical  

Job Type
Permanent Full-time  

Location
Indonesia

Salary
Negotiable, based on experience

Refreshed
July 10th, 2026 16:00

General Requirements

Minimum Experience Level
Over 3 years  

Career Level
Mid Career  

Minimum English Level
Business Level  

Minimum Japanese Level
None  

Minimum Education Level
Associate Degree/Diploma  

Visa Status
No permission to work in Japan required  

Job Description

Our ???????????????????????????????? ???????????????????????? is looking for ???????????????? to join their
office in ???????????? ????????????????, ????????????????????????????????????
????????????????????????????. If you’re passionate about HR operations, general affairs, and supporting management
in a dynamic environment, this is your chance to grow with a global organization.

????????????????????????????????????????????????????????????????:
☑️ Handle HR operations: attendance, payroll, BPJS, welfare. 
☑️ Support recruitment, onboarding, and exit processes. 
☑️ Manage office assets, supplies, contracts, and infrastructure. 
☑️ Oversee company vehicles and building coordination. 
☑️ Provide executive support (visas, permits, secretarial tasks). 
☑️ Assist Finance & Legal with registration and audits.

????????????????????????????????????????????????:
☑️ 2–5 years HR/GA experience.
☑️ Knowledge of labor law, social security, tax.
☑️ Business Level English.
☑️ Experience in Japanese company preferred.
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https://www.careercross.com/en/company/detail-228299


☑️ Proactive, collaborative, energetic.
☑️ Able to multitask under pressure.
☑️ Detail-oriented and well-organized.
Notice: By submitting an application for this position, you acknowledge and consent to the disclosure of your personal
information to the Privacy Policy and Terms and Conditions, for the purpose of recruitment and candidate evaluation.

Privacy Policy Link: https://www.jac-recruitment.co.id/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.co.id/terms-of-use

Company Description
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