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募集職種

人材紹介会社
ジェイ エイ シー リクルートメント インドネシア

求人ID
1614579  

業種
その他（商社）  

雇用形態
正社員  

勤務地
東京都 23区

給与
経験考慮の上、応相談

更新日
2026年09月29日 10:34

応募必要条件

職務経験
3年以上  

キャリアレベル
中途経験者レベル  

英語レベル
日常会話レベル  

日本語レベル
ビジネス会話レベル  

最終学歴
短大卒： 準学士号  

現在のビザ
日本での就労許可は必要ありません  

募集要項

Key Responsibilities
Handle end-to-end HR administration, including attendance tracking, payroll administration, BPJS management, and
employee welfare initiatives.

Support the full employee lifecycle, covering recruitment, onboarding, employee engagement, and separation
processes.

Manage General Affairs operations such as procurement, asset control, vendor coordination, contract administration,
and office facility maintenance.

Oversee company vehicle operations, workplace facilities, and office building-related matters.

Provide administrative support to expatriates and management, including visa applications, work permit processing,
and corporate secretarial duties.

Assist with company incorporation, business licensing, regulatory compliance, and liaison with government authorities
in Indonesia.
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Support Finance and Legal functions in relation to statutory registrations, audits, compliance requirements, and
corporate documentation.

Qualifications
Bachelor's Degree in any field.

At least 3-5 years of experience in Human Resources and General Affairs.

Proven experience handling company setup, business licensing, and corporate administrative matters in Indonesia.

Strong knowledge of Indonesian labor law, BPJS regulations, payroll practices, and taxation.

Mandatory Japanese language proficiency at JLPT N2 level or higher.

Good command of English with the ability to communicate effectively in a business environment.

Prior experience working for a Japanese company will be an advantage.

Self-motivated, adaptable, and capable of thriving in a fast-paced workplace.

Excellent organizational and multitasking abilities with strong attention to detail.

Professional, accurate, and able to maintain a high standard of work quality.

Notice: By submitting an application for this position, you acknowledge and consent to the disclosure of your personal
information to the Privacy Policy and Terms and Conditions, for the purpose of recruitment and candidate evaluation.

Privacy Policy Link: https://www.jac-recruitment.co.id/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.co.id/terms-of-use

会社説明

Page 2 of 2


	PR/124081 | HRGA Executive
	募集職種
	応募必要条件
	募集要項
	会社説明


