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Essential responsibilities and duties
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The main mission of this role is as follows:

As an HR team member in a large matrix organisation, with a focus on facilitating and improving HR operations.

Purpose - To develop your knowledge and insight into all aspects of HR operations, rather than your core responsibilities,
and to develop you into a future HRBP. You will be involved in all aspects of the HR Professional role, which may vary from
recruitment, training, compensation and operational work. This role will also be the key interface between the regional and
global teams, implementing global processes and programmes to build the capacity of the Japanese organisation.

Reporting to: HR Manager

Key roles and responsibilities :
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- Maintain and improve the HR system, including its operation and regular salary reviews.

- Operate the HR jurisdiction system and ensure proper operation, review, and guidance of internal
processes.

- HC/LC Control.

- Labour management and related operational tasks.
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Qualifications

» Education: Bachelor's degree and above
« English level: Business
« Japanese level: Business

Experience:
(Essential)
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- 3 years minimum work experience within mid/large size organization.
(Preferred)

(Preferred)
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- 3 years minimum work experience within mid/large size organization.
(Preferred)
- Experience within either the automotive industry, electronics sector, working for a manufacturer with R&D and/or plant.

- Work experience within HR or accounting not essential but highly advantageous.
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Skills and competencies:

- Effective communication and presentation skills.

- Solid knowledge of MS Office products including Excel, Word, PowerPoint and Outlook.
- High level of cross-cultural awareness and agility

- Proactive and able to approach everything with a positive attitude.
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