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https://www.careercross.com/company/detail-584057

BEEIE

Payroll Implementation Associate

We are looking for a bilingual Payroll Implementation Associate to join our team in Japan. This entry-level role combines
hands-on Japanese payroll and statutory insurance administration with payroll implementation project work. You will work
closely with experienced team members and communicate with both domestic and overseas clients. The role also offers
opportunities to contribute to process improvement, testing, and innovation across our payroll services. It is well suited for
someone looking to build expertise in Japanese payroll while gaining broader project and service development experience.

Key Responsibilities

1. Japanese Payroll & Statutory Insurance Administration

Handle monthly payroll calculations, payroll data review, year-end tax adjustment, and statutory insurance administration
with support from experienced team members. You will also communicate with clients and prepare payroll-related reports
and deliverables.

2. Payroll Implementation Project Management

Support payroll implementation projects from data collection and system setup through testing and handover to ongoing
operations. You will communicate with clients, coordinate project information, assist with issue resolution, and conduct test
calculations for new client setups.

3. Payroll Manual & Process Review

Use existing payroll manuals while performing day-to-day work and identify areas that are unclear, incomplete, or
inconsistent. Work with experienced team members to update and improve operational documentation based on actual
payroll experience.

4. Payroll Service Innovation & Continuous Improvement

Participate in initiatives to improve internal payroll processes and client-facing service delivery. Support the planning, testing,
and implementation of new systems, tools, automation, and service methods, and provide feedback to help continuously
improve new initiatives.

Contract Type
Full Time (Seishain) % 6 months probation ( No changes in salary )

Place of Work
Spark SHIBUYA 7F 3-5 Udagawa-cho, Shibuya-ku, Tokyo
7 minute walk from Shibuya station

Hybrid working style ( Must live in the commutable distance )

Salary

Annual: JPY4.02 million ~/Monthly: JPY 335,000 ~

Inclusive of 40 hours of Fixed Overtime Allowance

%Salary varies based on skills and experience.

( Fixed Overtime Allowance will be paid regardless of the actual overtime worked, if any. Overtime above the fixed overtime
allowance will be paid separately )

Annual Discretionary Bonus is based on company and employee performance.

Working Hours
Flextime with core time from 11:00 am to 3:00 pm
Flexible time: 5:00 ~ 22:00

Holidays and Leaves

Annual number of holidays: 124 days

Five day work week ( Saturday, Sunday, National Holidays off )
Year-end Holidays

Paid Leave %*Paid Leave Usage Rate is100%

Bereavement and special occasion leave

Pre-natal and post-natal leave

Childcare leave

Benefits

Annual salary review

Commuting Allowance

Comprehensive statutory social insurance coverage

Lunch subsidy for meals with colleagues (up to JPY 3,000/month)
Annual event held at an overseas affiliate company (past precedent)
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What We Are Looking For
Required

Business-level Japanese proficiency. (N1)

Ability to communicate effectively in English in an international working environment.

Strong attention to detail and accuracy.

Ability to follow structured processes and instructions.

Ability to identify inconsistencies or missing information and raise appropriate questions.
Comfortable working with numbers and detailed data.

Willingness to learn Japanese payroll, social insurance, and employment-related procedures.

Preferred

Experience working in a bilingual or international environment.

Experience handling Japanese-language administrative documents.

Interest in developing a career in payroll, HR operations, and/or professional services.
Basic proficiency with Excel and Outlook Microsoft Office applications.

Skills and Characteristics
We believe someone who demonstrates the following characteristics will succeed in this role:

Detail-oriented: Notices when numbers, information, or instructions do not appear consistent.

Careful: Follows established procedures rather than making assumptions.

Reliable: Understands that payroll involves strict deadlines and sensitive employee information.

Comfortable escalating: Recognizes when something requires review by a more experienced team member.
Improvement-minded: Notices opportunities to make processes, documentation, systems, and service delivery clearer,
more efficient, and more reliable.

Team-oriented: Comfortable working with colleagues from different countries and professional backgrounds.
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