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Job Information

Hiring Company
EF Education First Japan Ltd.

Job ID
1607783

Industry
Education

Company Type
Small/Medium Company (300 employees or less) - International Company

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards, Shibuya-ku

Train Description
Yamanote Line, Shibuya Station

Salary
4 million yen ~ 5.5 million yen

Work Hours
9:30-18:00

Holidays
THKR. EFAKB. FRFR FREHEARE. ERAKR. FIAR (FEAB120BU L) . HRIKE, ZOMESICE
FIN =

Refreshed
August 25th, 2026 03:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Native

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

Role Overview: The People Admin Coordinator provides administrative and operational support for HR and
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https://www.careercross.com/en/company/detail-235349
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Payroll Administration for in Japan. This role ensures compliance with Japanese labor laws, support the preparation

of employment related documents, and acts as a point of contact for employees, municipal offices, and other governmental
authorities regarding HR and Payroll related inquiries. The position collaborates closely with the Japan Payroll team based
overseas to ensure smooth and accurate payroll operations.

Key Responsibilities
Employment Documentation
o BAOHBEEESICERUCERAENE, ROEEE, RRFEEEHSOMFEN - BB
o REBBREERICEEL, MSBEY AT LAEZUHRY AT LA LOBEREEFENR
HR Support & Compliance
o« HENSOAEHEOESLEICHE L, EHORY Y —PFHEEICOVNTEICER
o BRARS KT S OB EHE P EEFEEREA DO
o TBHRAICKDER - A - IAREEAOWN
. EFFEIOCANBEOHEEZSSE LUKHEEICEN L TGEATN I LOEE

ESICEOERUNMVBLESERESHED. PRARHS SVEIRER
BEOHEESICEE T 2LD. HARE - ABRUY - OEES LUVEHOEHE

Payroll Coordination
o INPASTHERUARHBT IARMRSHET -5 (AKLE, RE - BHEKE BREBE. A55E. KB BIELRE
H]E ) ERICER LEE
. HEBEHEFEF-LBOEOECLT, MBRIZTaZr -3V EXRIBT 3,
Employee Onboarding & Admin Support
e MARBOFVR-—FT 1 V7% (SBREBEOER. YATLABROEH. tFa2UT1 - FOEIT. IXR—
Yy —[ITEFEEOFRERE)
o T RINA T - DEBES KUEEYR-+
Office Operations & Admin
o AT 4 AER - BRIOKE. T7VVTABE, RNV —WREF T 1+ JBEEFR
« EF Japan SharePointd KU )= T A= )LOER - ER
o MERYF-BLUVERBY-EXTONI Y- LoRRED
Health, Safety & Business Continuity

o HBIRERIR - EHEIREOX IS
- FEREREEEZEUL. BEORERARLEQIETOHE

(EHELE/5E)

FAEF1E (108)

RBEHA

HERRER (BR - 5K - R - BEFE)
EAP (#¥BXETOTUS L)

HARE

FARRENFS =]

BIBERFY (ERPO 4 BES OB SHELEEE)

English Live (> 54 VES:E) FA

EF Hello? 7V (3558, 75V RFB. 19 UTEE. ARAVE. FAVEORYT«7TU) FIA
FEYR— +~TO0Y S5 A (FRB1500USD)

U7 7S IWERRAR—-FZ

}EI0FRIRA—YIT—R

HINT « DIVRIR (EN4E105E TIIAM/. UAPESFEIC4BRE. B4R DREIRE )
EF7OYSALADT1ANDY +

d—kb—A—H— ATzFUTRAKBEIR-RH)

Required Skills

Qualifications & Skills

REZEDE

HATOHABERLIIRC O— )V BHEEREICH T 22F U LOEHREER
HEOHEZFSS LUVAY IS4 7 ABHICEAY 35054
SLUEEN CIEREME. BNIcEREIERE

HEES LUVRETOENCIZ 2=y -y 3 vVEED

Microsoft Office’”y =)L DEE X F )1

Oracle HCMD{ERKRER A B NI = =]

Key Competencies
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Company Description
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