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https://www.careercross.com/company/detail-202051
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Job Description

The level of involvement and ownership in the following responsibilities will be determined flexibly based on your experience,
skill set, and professional interests.

Recruitment Planning and Execution

Identify hiring needs and create job postings

Research and approach target candidates

Candidate communication and interview coordination
Direct sourcing through various recruitment platforms
Build and maintain relationships with recruitment agencies
Candidate management and closing

Onboarding and Pre-employment Operations

« Prepare offer letters

« Support candidate onboarding processes, including pre- and post-hire communications, document collection, and
onboarding coordination

« Perform data entry and maintain accurate recruitment records

« Assist with onboarding process

Employer Branding Initiatives

« Promote company awareness through recruitment marketing, social media, and web content
« Execute employer branding campaigns held regularly at the global level
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MUST

At least 1 year of administrative experience

Language proficiency: Business-level Japanese and business-level English reading and writing skills
Proficiency in basic Microsoft Office applications (Word, Excel, PowerPoint, etc.)

Experience working in a fast-paced environment and driving continuous improvement through the PDCA cycle
« Self-motivated with a proactive mindset and a strong ability to think independently and take initiative

NICE TO HAVE

Experience in recruitment, either at a recruitment agency or in an in-house talent acquisition role
Experience in the professional industry

Experience with direct sourcing and direct hiring initiatives

Hands-on experience using recruitment platforms such as LinkedIn, BizReach, and similar sourcing tools
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