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Role Overview:

MetroResidences is a fast-growing hospitality startup providing high-quality serviced apartments for business and leisure
travelers. We take pride in delivering a seamless stay experience while supporting a dynamic and diverse team across our
Japan operations.

We are looking for a Finance & HR Executive to join our Tokyo office. This role combines hands-on HR and finance support
— ideal for someone who enjoys both people operations and administrative precision in a fast-paced environment.

Key Responsibilities
Human Resources

Manage the end-to-end employee lifecycle including onboarding, offboarding, recruitment, and documentation.
Support employee relations and performance management processes.

Maintain and update employee records and leave balances.

Review employee timecards to ensure accurate attendance tracking.

Schedule and coordinate annual health checks for employees.

Support visa renewals and related administrative matters for staff.

Finance & Administration

« Prepare monthly payroll for freelance staff.

« Review and consolidate monthly employee expense claims.

« Perform bank reconciliation and assist with general finance reporting.

« Manage resident tax payments and handle year-end tax adjustments.



« Coordinate office supplies, facility management, and company events .

« Prepare and file necessary onboarding/offboarding documents and HR reports.

« Sort and distribute incoming mail and handle general office correspondence.
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Requirements

« Atleast 1 year of relevant experience is preferred, but fresh graduates or candidates without experience are

welcome.

Minimum Japanese proficiency: JLPT N1.

Business-level English for communication and documentation.
Strong attention to detail, organization, and accuracy.
Proficiency in Microsoft Excel and general office software.

no work-from-home.
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Diploma or Bachelor’s degree in Finance, Accounting, Human Resources, or a related field preferred.
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