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Job Description

We are an IT solutions company providing a wide range of services, including cloud solutions, IT infrastructure services,
managed services, and software development.

We are seeking an HR & Labor Administration Staff member to support the day-to-day operations of our Human
Resources department. In this role, you will be responsible for a broad range of HR and labor administration tasks, ensuring
accurate and efficient HR operations.

Your responsibilities will include attendance and leave management, payroll support, social insurance and labor insurance
administration, onboarding and offboarding procedures, employment contract management, employee records maintenance,
and other HR administrative functions.

This position is ideal for candidates with prior HR administration experience who are looking to further develop their careers.
We also welcome individuals who are interested in building a career in HR and labor administration. Responsibilities will be
assigned based on your experience and skills, and training and support will be provided as needed.

Key Responsibilities
HR & Labor Administration

Monitor and manage employee attendance and working hours.

Administer employee leave, holidays, and paid leave records.

Support monthly payroll processing.

Assist with social insurance and labor insurance procedures.

Handle administrative processes related to employee onboarding and offboarding.

Prepare, maintain, and manage employment contracts and HR-related documentation.

Maintain and update employee records and HR databases.

Process administrative procedures related to paid leave, leave of absence, and other employee benefits.
Support the administration of employee welfare and benefits programs.

Assist in the implementation and operation of HR and labor policies, procedures, and regulations.
Respond to employee inquiries regarding HR and labor-related matters.

Enter and maintain data in HR management systems.

Prepare HR reports, documents, and other administrative materials.

Ensure the accuracy, confidentiality, and proper maintenance of employee records and HR documentation.
Perform other HR and labor administration duties as assigned.
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Qualifications

0-2 years of professional work experience.

Recent graduates and second-career (entry-level) candidates are welcome.
Early-career professionals are encouraged to apply.

Native-level Japanese proficiency.

Associate degree, vocational school diploma, or higher preferred.

Valid authorization to work in Japan.

Required Skills & Experience

Basic proficiency in Microsoft Office applications, including Excel, Word, and PowerPoint.
Good business etiquette and communication skills.

Ability to perform administrative tasks accurately and with attention to detail.

Basic experience with data entry and data management using Microsoft Excel.

Strong interest in Human Resources and Labor Administration, with a willingness to develop professional expertise.

Eagerness to learn new knowledge and acquire new sKills.
Ability to handle confidential information, including employee personal data, with professionalism and discretion.

Preferred Skills & Experience

2-3 years of experience in HR and Labor Administration.

Experience supporting attendance management and payroll processing.

Experience with social insurance and labor insurance administration.

Experience handling employee onboarding and offboarding procedures.

Experience preparing and managing employment contracts and HR-related documentation.
Experience using HR or Human Resource Management (HRM/HRIS) systems.

Experience in general administration or back-office operations.

HR- or labor-related certifications are an advantage.

Ideal Candidate

We are looking for candidates who are:

Recent graduates or second-career (entry-level) professionals.

Interested in building a long-term career in Human Resources and Labor Administration.

Looking to leverage existing HR administrative experience while expanding their professional expertise.
Possessing approximately 2—3 years of HR or labor administration experience (preferred but not required).
Motivated to develop specialized knowledge in the HR and labor field.

Detail-oriented and able to perform administrative tasks accurately.

Responsible, reliable, and able to manage work independently.

Strong communicators who work effectively with colleagues and stakeholders.

Proactive learners with a positive attitude toward continuous professional development.

Interested in building a long-term career in HR and Labor Administration within a growing organization.
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