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https://www.careercross.com/company/detail-218001
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Provide general HR-related consultation, advice, for employees such as and procedural steps for joining, taking leave
of absence, and leaving the firm

Takes the lead in the coordination of employee health management. Annual health check-up process, annual stress
check process for staff, coordinates with the firm’s medical advisor and takes the lead in arranging and conducting
task for the monthly safety and health program (eisei-iinkai). Also provides general health care related information to
Tokyo staff

Attends trainings to remain current on technology relevant to employee labor and health management, and actively
communicates with team members to ensure up-to-date information is shared among the team

Employee on and off boarding

Operate smooth on and off boarding process, include orientation or exit interviews
Staff Payroll

Manage monthly payroll and social insurance process with other HR team members
Staff Recruiting

Take part in the entire recruitment process
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Bachelor's degree in business administration, human resources or a relevant field
3+ years of proven experience in a similar role

Good understanding of the full recruitment process

Business level English and fluency in Japanese

Proficient in MS Office; Working knowledge of relevant software
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