
PR/124164 | Japanese Interpreter & General Affairs

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
1621155  

業種
レストラン・フードサービス  

雇用形態
正社員  

勤務地
インドネシア

給与
経験考慮の上、応相談

更新日
2026年11月03日 10:54

応募必要条件

職務経験
1年以上  

キャリアレベル
中途経験者レベル  

英語レベル
流暢レベル  

日本語レベル
流暢レベル  

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

About the role
Our client is seeking a Japanese Interpreter & General Affairs to support Japanese management while overseeing General
Affairs operations within a manufacturing environment. This role combines interpretation, business communication,
expatriate support, and GA administration, requiring strong coordination skills and the ability to work closely with both
Japanese and Indonesian stakeholders.

Responsibilities
Supervise and coordinate company driver activities and operational transportation

Arrange and monitor company operational vehicles, including rental cars and vehicle maintenance

Coordinate and maintain relationships with General Affairs-related vendors

Handle Japanese expatriate work permit, immigration, and related administrative matters

Monitor document validity, renewal schedules, and administrative compliance requirements

Page 1 of 2

https://www.careercross.com/company/detail-228299


Provide Japanese-Indonesian interpretation during meetings, site visits, and business activities

Prepare and translate business correspondence, reports, announcements, and other documents between Japanese
and Indonesian

Support Japanese management with communication, documentation, and meeting administration, including minutes
and summaries

Requirements
Bachelor's degree in any discipline

JLPT N2 certification

Minimum two years of experience in a Japanese manufacturing company

Previous experience as a Japanese Interpreter, General Affairs, HRGA, or a related position is preferred

Experience supporting Japanese expatriates or Japanese management is highly preferred

Good command of Japanese and Bahasa Indonesia; English proficiency would be an advantage

Proficient in Microsoft Office, including Word, Excel, PowerPoint, and Outlook

Strong communication, coordination, and interpersonal skills

Good understanding of Japanese business culture and working etiquette

Detail-oriented, organised, proactive, and able to work independently

Able to handle confidential information professionally

Capable of managing multiple priorities in a fast-paced environment

About the company
A company in the food manufacturing industry is seeking a Japanese-speaking professional to support communication
between Japanese management and local teams while overseeing General Affairs operations. The company operates in a
dynamic manufacturing environment with close collaboration between Japanese and Indonesian stakeholders.

 

#LI-JACID

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
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