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HR and Office Administrator
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We are seeking a highly organized and detail oriented HR and Office Manager/Administrator to join our team in Japan. This
role is responsible for managing various HR functions including recruitment payroll processing statutory social insurance
handling filings legal compliance and policy management. The ideal candidate will ensure adherence to labor laws and local
regulations year end withholding tax adjustments and collaborate closely with business leaders to align HR strategies with

organizational goals.
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https://www.careercross.com/company/detail-184450
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Qualifications Requirements:

- Bachelor’s degree

- 5 8 years of experience in HRBP HR operations payroll and compliance in Japan.

- Basic knowledge of Japanese labor laws social insurance procedures and tax regulations.
+ Excellent communication organizational and problem solving skills.

- Ability to work effectively with cross functional teams and senior management.

- Fluency in Japanese and English
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