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Job Responsibilities:

Interpret (Japanese 2 English / Indonesian) for meetings, documents, and office internal communication.
Communicate with AEON Entertainment’s headquarters in Japan.

Support the process of company establishment and company registration.

Support visa procedures for Japanese expatriates.

Handle HR operations (recruitment, onboarding, employee documentation, coordination with agents).
Assist in preparing company HR policies and administration systems.

Support general administrative work as needed.

Coordinate with Legal, Accounting, and IT outsourcing companies.

Requirements:

« Experience in HR (required) — any HR role is acceptable.
« Experience in HRGA at Japanese companies is a plus.
« Experienced manage all HRGA functions will be an advantage but not mandatory.


https://www.careercross.com/company/detail-228299
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« Strong knowledge of Indonesian labor regulations.
« Ability to work independently and build HRGA functions.

#LI-JACID

Notice: By submitting an application for this position, you acknowledge and consent to the disclosure of your personal
information to the Privacy Policy and Terms and Conditions, for the purpose of recruitment and candidate evaluation.

Privacy Policy Link: https://www.jac-recruitment.co.id/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.co.id/terms-of-use
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