Talent Specialist (HR Generalist)
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Employee’s Duties — Talent Specialist (is equivalent to HR Generalist role)

Location: Tokyo, Japan
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https://www.careercross.com/company/detail-26922

Employment Type: Full-time

The HR Generalist will support the full spectrum of human resources functions, ensuring compliance with Japanese labor
laws and company policies. This role involves partnering with business leaders and employees to deliver HR services
including compensation and benefits, and HR administration.

General HR Administrative Operations

Coordinate On Boarding process and run HR orientation to new hire

Support Off Boarding by conducting Exit Interview

Maintain and monitor employee database

Set-up an HRIS (BambooHR) for 2-way communication and self-service of personal data management and regularly
update HRIS and manage employee information communication.

Based on the new joiners / leavers, update the organization chart of the local office and personnel which extends the
service to a regional teams.

HR Policies and Legal Compliance

Stay up-to-date of the HR practices and ensure compliance in labor laws and regulations.

Ensure all policies and processes are followed by a local statutory laws and regulations.

Maintain accurate employee records and HR documentation.

Review commercial and non-commercial contracts in regard to outsourcing service agreement to identify risks
Draft contracts and amendment proposals in English and Japanese

Advise stakeholders on contract interpretation and assist in negotiations

Translate contracts between English and Japanese for internal use

Prepare and update contract templates in Japanese and English

Report on local legislative developments and enforcement trends

Compensation and Benefits

Oversee Payroll Process by local office managers and ensure Payroll, tax, insurance and social contributions for
employees etc and done in compliance with the respective local laws.

Administer payroll in collaboration with external vendors such as a local social attorney and juridical scrivner.
Manage benefits programs and ensure compliance with statutory requirements.

Host and run monthly Health and Safety Committee working with a company doctor. Arrange a doctor’s appointment
upon employee’s request.

Arrange annual health check and annual stress check for all employee.

Supporting documentation process for immigrations incl. visa applications.

Other statutory HR tasks.

Other tasks and projects as directed from your team and Managers.

2F) - B

Qualifications

3+ years of HR experience, preferably in a multinational environment.

Knowledge of Japanese labor laws and payroll related tax.

Proficiency in MS Office and HRIS systems (e.g.Workday, BambooHR, Salesforce)

Fluent Japanese with strong reading skills and Conversational English communication skills.

Preferred Skills

Bachelor’s degree in Business Administration, Human Resources, Business or Legal related field.
Ability to handle confidential information with discretion.

Strong interpersonal and problem-solving skills.

Experience in HR projects or process improvement initiatives.

Working Conditions

Office-based role with 1 day per week remote work flexibility.
Standard working hours with occasional overtime during peak HR cycles.
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