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A global specialty chemical company is seeking an HR & Admin Supervisor. The chosen candidate will manage HR and
administrative functions, overseeing recruitment, payroll, training, and employee relations.

Headquartered in North America, this company is a global specialty chemical producer. Their materials aid the production of
devices from mobile phones to automobiles. The success of their business has led to be one of the top-ranking companies in

the world.
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« Manage recruitment and staffing processes, from job ads to candidate selection

« Oversee employee onboarding, updates, and data maintenance in HRMS

« Coordinate payroll allowances, benefits data, and engagement with contractors for payroll support
« Establish and maintain training programs, identifying needs and ensuring compliance

« Foster employee relations through communication channels and handle conflict resolution

« Maintain office facilities, ensuring compliance with company and legal standards

Requirements:

« Bachelor's degree or above

« More than 5 years of relevant experience in a multinational company
« Strong multitasking and time management skills

« Professional level Japanese; proficient in written and verbal English

AL

We've been a driving force in the Japanese bilingual recruitment market, providing high quality candidates for our clients and
access to the best jobs for over 20 years. We operate a team-based profit share system which, we believe, sets us apart from
the majority of competitors by enabling us to always put the interests of our clients and candidates first. That means we can
find the best fit for employer and job seeker, and we never push people into unsuitable roles.
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