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Job Description

The Staff Accommodation Coordinator is responsible for managing all aspects related to the accommodation needs of staff
members within an organisation. This role ensures the comfort and safety of staff staying in staff accommodation through on-
site work, from day-to-day maintenance work to emergency repairs.

Also, providing shuttle services between staff accommodation and workplace if necessary during winter season is one of your
duties.

JOB OVERVIEW/RESPONSIBILITIES


https://www.careercross.com/company/detail-64418

Maintain and oversee the staff accommodation through on-site work.

Daily inspection of water, heater, water supply and drainage systems, etc.

Snow clearing in winter and grass cutting around staff accommodation to maintain beautifulness.
Light works such as changing light bulbs and cleaning filters for heater.

Purchase, distribution and inventory management of supplies for staff accommodation.
Manage Emergency problems

Prepare staff accommodation from year-round staff to seasonal staff.

Post Staff Accommodation Policy on each staff accommodation.

Arrange moving-in and out of staff accommodation

Accommodate requests from staff relating to staff accommodation

Provide shuttle service between staff accommodation and workplace if necessary (winter only)
Report and discuss regularly with the team on updates and issues

Other duties assigned by supervisor
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Benefits

Salary package/benefits

3.6million yen/year~ value contract package

Includes:

Very competitive salary

Access to bonus program

Work-related training subsidy

Recreational allowance

Health insurance, welfare pension insurance, unemployment insurance and worker's compensation insurance are
available

10 days of Annual Leave per year, increasing yearly to 20 days in the 6th year

Average of 120 days off per year (includes public holidays, excludes annual leave)

Company trips and activities
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REQUIREMENTS

Must:

Japanese Driving License

Driving in Snow Conditions

Basic computer Skill (Word, Excel)
Native Japanese Language Skill
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Preferrable:

« Reading, Writing and Speaking English at an everyday conversational level

If possible:

« Knowledge of health and safety standards and regulations related to accommodation facilities.
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