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Primary Location: Toda

JOB SUMMARY & PURPOSES

« Record transactions, analyze accounts, prepare financial statements, and perform general accounting and financial
functions.

MAIN RESPONSIBILITIES & DUTIES

Input accounting data into Glovia system.

Expense settlement by using Concur.

Fixed assets management.

Inventory management necessary to maintain appropriate inventory.

Account reconciliation between head office and branches.

Cash deposits and withdrawals, including overseas remittances.

Maintain accuracy of general ledger by analyzing and confirming account item contents.
Cost analysis, including cost calculation for repair department.

Audit support.

Monthly and annual settlement.
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REQUIREMENTS & COMPETENCIES

Education

« BA/BS degree (or equivalent)

Work Experience

« Over 3 years of accounting experience (US GAAP), and the ability to collaborate with a multi-department team,
understand US GAAP.

Knowledge & Skills

PC proficiency: Familiar with MS Office products, especially Excel functions. Excellent analytical skills.
Accounting: SFAS rules, report writing skills, general math skills.

General: Deadline-oriented and time-management skills. Attention to details and confidentiality.

Productive, detail-oriented, and organized.

Ability to analyze current procedures and consistently select the best method, as well as update work-related
knowledge by participating in educational opportunities and reading technical books.
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« Ability to set relevant goals and results to achieve accounting work and the Japan branch's mission.
« Business level English (written and oral) or the ability to improve skills from daily conversation level to the level
required for the job.

Other Job-related Requirements

« This position is primarily desk-based and includes general office administrative duties such as copying, filing,
delivering, and answering the phone.

Certificates

« Second grade certificate of Japanese bookkeeping
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