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Role Overview:

As a Finance and HR Specialist, you will play a key role in ensuring the efficient operation of our department. Your
responsibilities will be split with 30% focused on accounting tasks and 70% dedicated to HR tasks. We are hiring for both
part-time and full-time positions

For the part-time position, you will be required to work three days per week, with flexible hours designed to accommodate
mothers: 10:00 AM to 4:00 PM, allowing time for school drop-offs and pick-ups.

Human Resources (70%):

« Oversee the recruitment process, including posting job listings, screening resumes, and coordinating and conducting

first-round interviews.

Facilitate onboarding sessions to ensure smooth integration for new hires.

Maintain employee records by updating personal information, tracking leaves, and managing accurate databases.
Process monthly payroll efficiently and accurately.

Address employee inquiries and concerns regarding HR policies and procedures.

Assist in performance management activities, including reviews and feedback sessions.

Coordinate employee training and development programs.

Promote a positive workplace culture and employee engagement through various HR initiatives.

Stay informed on labor laws and regulations to ensure compliance.

Finance & Administration (30%):

« Assist with financial activities, including tracking expenses, processing invoices, and performing reconciliations.
« Contribute to the preparation of financial reports and budgets.

« Manage general administrative duties, including office supplies and facilities coordination.

« Support the implementation and maintenance of administrative policies and procedures.

Qualifications:

Minimum 3 years of experience in HR roles, with a strong understanding of key HR processes.
Native-level Japanese proficiency and business-level English proficiency.

Ability to work independently, prioritize tasks, and manage time effectively.

Bookkeeping Level 2 certification or higher is a plus but not required.

Proactive, adaptable, and eager to take on diverse responsibilities.

Why Join Us?
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« Compensation: Up to ¥2,000 per hour for part-time role

« Location: Office located in Central Tokyo, just a 5-minute walk from Akasaka Station (Chiyoda Line) and Tameike-
Sanno Station (Ginza Line and Namboku Line).

« Work Environment: Supportive and dynamic work environment. Immerse yourself in a multicultural setting,
collaborating with a passionate team dedicated to excellence in accommodation.
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