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Role Summary

The HR Operations Specialist is responsible for the accurate and timely execution of HR administrative tasks in Japan. This
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role focuses on maintaining high-quality employee data, processing HR transactions, and supporting HR-related
documentation and coordination.
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Key Responsibilities

« Process personnel changes in Workday, including Job changes (e.g., promotions, demotions, organizational changes,
reporting line updates), Compensation change and Grade adjustments.

« Maintain and update employee master data in Workday with accuracy and timeliness.
« Manage labor contracts, including issuance, renewal, and archiving.
« Manager Caterpillar service award program.

« Onboarding operations, including the collection of necessary documents and the signing of the employment contract
upon hiring.

« Calculate employee allowances based on the policy and ensure accurate payroll reflection.
« Issue invoices to vendors and process payments in coordination with Finance.

« Respond to employee inquiries and requests in a timely and professional manner.
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« Required skills

o Approximately 3 years of experience in administrative work

o Ability to read and write in English for business communication

o Native-level Japanese proficiency

o Basic proficiency in Microsoft Excel and other Office tools.

o Preferred skills
o TOEIC score 650 and above
o Experience with Workday or other HR systems
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