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Report Line: Manager basically in Singapore.
HRY AT L BEET
HEEE : 2~ 3@

EEH% : TrE. B2 ~3EEEHH

Job Description:

As Payroll Specialist for Japan, you will play a critical role in ensuring the accurate and timely compensation distribution for
our employees. This position requires a deep understanding of Japan's complex payroll regulations, tax laws, and labor
standards. You will work closely with our HR and Finance teams to streamline payroll processes, ensure compliance, and
provide valuable insights into compensation and benefits. The ideal candidate for this role is someone who excels at
attention to detail, has exceptional organizational skills, and upholds the highest standards of confidentiality.

Role And Responsibilities

« Oversee payroll operational activities for Japan including but not limited to payroll and benefit calculations, vendor
coordination, annual payroll activities, research, system and template set up, payroll test run, statutory reporting,
process documentation and other related activities, in alignment with global and regional objectives

« Responsible for monitoring team and individual performances by setting clear objectives and targets, including
leading, guiding and managing the team

« Maintain completion, consistency, and accuracy of payroll and employee information in local payroll system

« Maintain payroll team service quality standardization by providing guidelines, SOP, policies, and procedures and
ensure excellent service delivery

« Manage all aspects of daily payroll function related to Japan eg. calculate, validate, compile payroll report.

« Responsible for statutory filings including, but not limited to the followings:

o social insurance, labor insurance, Year-end tax adjustment, santeikisotodoke, geppen, rodohokennendokoshin
etc.,

Always ensure timely, accurate salary payment to employees and statutory payments to relevant authorities
Ensure compliance with legal and statutory requirements in related jurisdictions

Be the point of contact for Japan based BPOs and build the relationship and network

Participate in other ad-hoc projects as requested
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