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MOMENTIVE

People Operations Coordinator
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BE:

People Operations Coordinator supports the HR department in various employee-related tasks. Their main duties include
providing administrative support to employees throughout their employee life-cycle, assisting Japan HR Team with
maintaining and updating employee records, building database for HR analysis, supporting recruiting activities, coordinating
job interviews, and conducting employee engagement activities at Momentive Japan.

Page 1 of 2


https://www.careercross.com/company/detail-251782

BERA:

« Assist People Operations Leaders in Ohta to fulfill their daily administrative responsibilities, including monitoring and
updating employee records in Workday, creating requested reports, building database for HR analysis, and
responding to day-to-day requests from employees.

« Assist in tasks related to Payroll & HR Solutions as requested.

« Assist in recruiting activities for both mid-career and new graduate hiring.

« Coordinate job interviews for open positions at Ohta Site, and run on-site events such as Open Company and casual
interviews.

« Lead and/or support in employee engagement activities at the site and for the entire Momentive Japan as requested.

« Work closely with the Site Administrative Team to ensure smooth operation of site administrative tasks.
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Qualifications:
The following are required for the role

« Bachelor’s degree, preferably in Human Resources, Finance, Economics, Business Administration, or equivalent work
experience.

« Strong execution ability to complete daily tasks in a timely manner.

« Solutions and client service-oriented, with an emphasis on problem solving.

« Advanced level of proficiency in MS Excel, including the ability to use pivot tables, write advanced formulas, and use
Excel as a modeling tool.

« Proficiency and strong interest in using web-based HR management systems (such as Workday).

« Experience working in a highly matrixed environment.

« Business-level English language skills (high-intermediate to advanced, with strong speaking & written skills; TOEIC
860/CEFR B2 or above)
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