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[¥EBNE]
The HR Admin Officer provides practical HR administrative support for Rugby School Japan. The role supports the full
employee lifecycle, including recruitment administration, onboarding, contracts, payroll preparation, attendance and leave,
social insurance, tax documents, benefits and offboarding.

Reporting to the HR Manager, the postholder works closely with the School Accounting Team, Corporate Office, external
payroll providers and the School’s social insurance and labour consultant (sharoushi).

This is a hands-on role that requires accuracy, confidentiality, good organisation and the ability to manage a wide range of
HR tasks in a busy international school.

<BRmIciE>

1 . HR Administration:

Prepare and maintain employment contracts and other HR documents.

Support onboarding and offboarding.

Maintain accurate employee records and HR systems.

Respond to employee questions about HR procedures, payroll and benefits.

Support HR reporting and basic data analysis.

Support pre-employment checks, references and safeguarding-related administration.
Support immigration and residency administration for international staff where required.

2 . Payroll Administration:

Prepare monthly payroll information and supporting documents.

Coordinate with external payroll providers.

Process information for new joiners, leavers, salary changes, allowances, deductions and other employee changes.
Check payroll calculations before finalisation.

Check payroll results against approved employee information.

Maintain accurate payroll records.

Check attendance, leave, overtime and working-time records.

Support year-end tax adjustment, withholding documents and other required tax and statutory documentation.
Work with the School Accounting Team on payroll-related information, while Accounting remains responsible for
accounting and payment processes.

3 . Employment & Compliance Administration:

Support social insurance and employment insurance procedures.

Liaise with government offices and external advisers where required.

Maintain strict confidentiality of employee and payroll information.

Support compliance with Japanese labour, payroll, tax and social insurance requirements under the direction of the
HR Manager and with external professional advice where needed.

4 . Continuous Improvement:

« Help improve HR and payroll processes and documentation.
« Support the implementation and improvement of HR and payroll systems.
« Help improve efficiency within the HR function.

WCareer Development :
This role provides an opportunity to build broad experience across HR administration, payroll and employment compliance
within a growing international school.

As Rugby School Japan continues to develop, there may be opportunities to take on wider responsibilities in HR operations,
HR systems, employee benefits or selected Group HR projects and initiatives, depending on performance, organisational
needs and individual interests.
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[ Essential]
« At least three years’ experience in HR administration, payroll administration or a related HR role.
« Practical knowledge of Japanese payroll, tax and social insurance administration.
« Professional working level English and Japanese.
« Strong attention to detail and numerical accuracy.
« Good organisational skills and ability to manage multiple deadlines.
« Strong digital skills, including Excel/Google Sheets and HR or payroll systems.
« Ability to use Al productivity tools safely and appropriately, especially when handling confidential information.
« High level of integrity and confidentiality.

[ Desirable]

Experience working with external payroll providers.

Experience in an international school or international organisation.
Experience using HRIS or payroll systems.

Knowledge of Japanese labour law.

Experience improving HR administrative processes.
Understanding of British or international education environments.
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