Page 1 of 3

@ CareercrOSS by JAC Recruitment

Think IT Simple

i

,,() intersoft -

A=)y U F 7 4 AHRAB/RIEB/HEH/ £ — IV A R— K

BEHE

RAELES
15—y 7 M &K

KAID
1554095

BESR
AEARBMB -V A Y R— b

*E
AR

SttoEE
HhEE (€ 53008 LLTF)

SAEANDEE
SEA HE

E#5ith
Rm#R 23K, BX

&EFER
HLFHRER

w5
3005 M ~ 6005 H

R
9BF~188F OR 1085 ~198F ( 8 BEREIENTS)

KB - KR
TR, FRFH. FHRAR

EE =]
20255%F08R07H 10:57

INE=TY 2 S e

FrUTLAL
FRIERE L NI

HKEL NI
BERFEL NI (REFEALLE: 50%E2E)

B&AEL NIV
FAF47

B

BEPRE

BREOEY
HATORMBHFAINBETY

S&EER
Bi#5AZA / Job Description

AE - BERBEHROIC. BBPEREBLE, Ny I 71 AXBEREBAE THHEWLEZET,


https://www.careercross.com/company/detail-26036

You will be responsible for a wide range of back-office functions, primarily in Human Resources and Accounting, including

general affairs and sales administration.

EAREHANA / Key Responsibilities

AZE -

$75B95 / HR & General Affairs

NB#FHE
Onboarding and Offboarding Procedures
Manage the welcoming of new hires and the smooth exit process for departing staff.

HAEFRRFRHREE
Social Insurance Procedures
Administer procedures for social and employment insurance enroliment.

HREE
Attendance Management
Track and manage employee attendance to ensure compliance and efficiency.

WHEEE
Payroll Calculation
Process monthly payroll accurately and in a timely manner.

NAYUHMTIY S =7 DIREEH
Recruitment of Bilingual IT Engineers
Source and recruit top-tier bilingual IT professionals.

AEEZROER
Performance Appraisal Implementation
Coordinate and facilitate fair and structured employee evaluations.

General Affairs & Administrative Tasks
Provide company-wide administrative and operational support.

T RYR— b (FERE ZWE BREEERRY)
Sales Support (Invoices, Contracts, Quotations, etc.)

Assist the sales team with the preparation and management of key business documents.

REPREREEF / Accounting & Finance

1.

RR - ERREHER

Monthly and Annual Closing Procedures

S - BHEeEHE

Accounts Receivable and Accounts Payable Management

. BiESBAERT (FHED)

Assistance with Tax-Related Tasks

. BERIS

Support for External and Internal Audits

Expense Reimbursements and Budget Management
fBFIE4 / Benefits & Work Conditions

HERR - ERRRTH
Full social and employment insurance coverage

BEk28H (£ -8 - %28)
Five-day workweek (Saturdays, Sundays, and public holidays off)

Biak

Paid vacation leave

FRFIRINR

Year-end and New Year holidays

) - B

ISR / Qualifications
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(S | Required Qualifications)
- HERELRIVOKEEN
Conversational level English proficiency

(EFEDHIS0%ICHEAFRT AN H Y £7 / Approximately 50% of the work may involve English
communication.)

e UFOWThHIOEBERESHLDA
Experience in any of the following areas:

o AE (HR)
o #2¥8 (Accounting)
o ¥3% (General Affairs)
o BXEF (Sales Administration)
o %A (Recruitment)
58471 / Language Proficiency]

o FTFEABKRFLANNLE EBEICHBOLWII2A=F—2a VA TESA)
English: Conversational level or above (able to communicate effectively in a business setting)

e HFE: XA T1TLRL (HAEE - REBEL EICNA)
Japanese: Native-level fluency (required in both verbal and written communication)

(RERL NV - ¥+ 1) 7 RFT— / Experience & Career Level]

o BBFE REROATHHHERENHY F9)

No prior experience required — training and onboarding will be provided.

o FRUYFLAI : IV MY—L AR/ ETHEHD
Career Level: Entry-level / Open to recent graduates or career changers.

RALEREA
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