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

We are looking for an HR & Labor Administration Staff member to support the day-to-day HR and labor administration
operations of our company.

The position will involve a wide range of HR administrative tasks, including attendance and leave management, payroll
support, social insurance procedures, onboarding and offboarding, employment contract administration, employee data
management, and benefits administration.

As we work with employees from various nationalities and have an internationally oriented working environment, there will
also be opportunities to use English for communication with foreign employees and overseas colleagues . English
experience is welcome, but advanced English skills are not required. The ability and willingness to communicate in English
and improve over time are valued.

This position is suitable for candidates who have experience in HR administration as well as those who are interested in
starting or developing a career in Human Resources. Responsibilities will be assigned according to your experience and
skills, with training and support provided as needed.
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Key Responsibilities / EREFEAR
HR & Labor Administration / ASE - ##EH

« Monitor and manage employee attendance and working hours.
REBOHET — Y OWER - B

« Manage employee leave, holidays, and paid leave records.
KB - (KB - BEEARBROER

« Support monthly payroll processing.
AREEFHEOYR-

« Assist with social insurance and labor insurance procedures.
HERR - FEARREEOFHE D R-F

« Handle administrative procedures related to employee onboarding and offboarding.
At - RHICHS ZEERFHE

« Prepare and manage employment contracts and HR-related documents.
ERZHES SUANSHESHEOERY - B2

« Maintain and update employee records and HR databases.
REBBR - AST-YOEE - EH

« Handle administrative procedures related to paid leave and leave of absence.
BHANE - KEBEICEAY 2BHFHE

« Support the administration of employee benefits and welfare programs.
BRHEERIEOER - EBYR-F

« Support the implementation and operation of HR policies and internal procedures.
AE - FHEERIEPHAREOERYR- +

« Respond to employee inquiries regarding HR and labor-related matters.
HEENSDAE - FHEEOBNEHLEXI

« Enter and maintain information in HR management systems.
AE - ABBEEY AT LNDT I - EE

« Prepare HR-related documents, reports, and other administrative materials.

AEREEEN - LR— FOER
English Communication / 5B & {EF o fo #£75

« Communicate with foreign employees regarding HR and administrative matters.

« Communicate with overseas colleagues and offices when necessary.

« Handle simple HR-related communication and documentation in English.

« Assist with HR-related communication for employees from different countries and backgrounds.

% RFEBIIMWATESDEEAN, IFEEHEPBIMISEQOP IR TREZEATIRINHIET, REEFE LS
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AFIL - EE
Qualifications / IS &%
Required Qualifications / 7B 4

0-2 years of professional experience in HR, administration, or a related field.
Recent graduates and second-career / entry-level candidates are welcome.
Native-level Japanese proficiency.

Valid authorization to work in Japan.

Basic proficiency in Microsoft Office, including Excel, Word, and PowerPoint.
Basic Excel skills for data entry and data management.

Good communication and interpersonal skills.

Ability to perform administrative tasks accurately and carefully.

Ability to handle confidential employee information appropriately.

Strong interest in Human Resources and willingness to learn.
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HATOMSERESIFEDA

Excel. Word, PowerPointZ & DERHEZPCRFIL

ExcelZERA UEEAMNRT—IAN - BEEIF)L
BEAMREYRAIF>— AT a5 -y 3 VEe
EEMNDTEICERFEEEEDLNDH

RESOEABRLZE, #EHOS W BREBICERIRASZH
AE - HEOAEICERNH )., EFIBESICDIT2EOHZDH

Preferred Qualifications / EXilR 44

2-3 years of experience in HR or labor administration.
Experience with attendance management or payroll support.
Experience with social insurance or labor insurance procedures.
Experience with employee onboarding and offboarding.
Experience preparing and managing employment contracts.
Experience using HRIS or HR management systems.



Experience in general administration or back-office operations.

Experience working with foreign employees or in a multicultural environment.

Basic to business-level English communication skills.
Experience using English in email or workplace communication.
HR- or labor-related certifications are an advantage.
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