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Global HRD Operations Coordinator
Job Description
Responsibilities:

You will be responsible for supporting planning and managing operations related to human resource development and
training. its overseas subsidiaries, and group companies. This position plays a key role in driving company growth by
executing initiatives aimed at solving organizational challenges.

Job Duties:

You will be responsible for the full range of operational tasks required to execute internal training and development programs,
including planning the overall operations, coordinating with instructors, securing venues, preparing materials, managing on-
theday logistics, conducting post-training surveys, and handling expense management. In addition, you may be required to
select and combine optimal external solutions to address issues or improve the operation of development programs, and take
a coordinating role to lead diverse team members in driving projects forward.

Since many participants are non-Japanese, written English skills are particularly important.

Specific Job Tasks:

1. Executing HR development programs and training to address organizational issues at overseas subsidiaries and group
companies (including the design, implementation, and continuous improvement of efficient operational processes)

2. Preparation, implementation, and follow-up for training programs

. Supporting trainers and facilitators during training sessions

4. Coordinating with stakeholders and managing necessary procedures to ensure smooth project execution

w

Page 2 of 3



Job Requirements:

1.
2.
3.

4.
5.

Strong communication skills to collaborate effectively with diverse and global team members and stakeholders
Willingness to take on complex, detailed, and hands-on tasks in operational and administrative management
Proactive mindset and perseverance to take ownership in cross-functional collaboration and deliver tangible results
within the organization

Ability to identify issues and drive improvements in operational processes and efficiency

Proficiency in English for correspondence with overseas counterparts, PC skills

(Excel, Word), and ability to navigate internal systems

1.

Business experience at a Japanese company (preferably 3 years or more)

Expected Annual Salary:

Up to to 4.5Mil (negotiable based on experience)
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