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CAREER OBJECTIVE

Human Resources & General Affairs Director with 15 years’ experience looking to leverage my strategic    C&B skills and broad HR and GA experiences to land a position at [company name].  


SUMMARY OF QUALIFICATIONS

· Broad HR experience covering all the HR functions such as recruiting, organizational development, labor law, employee relation, and compensation and benefits
· Strong communication skills in Japanese & English

WORK EXPERIENCES








January 2012- Present 

ABC Company

Adopted the discretionary labor system to solve overtime payment problem and installed time record systems to manage overtime for each department. Consequently prevent our
critical legal risk and improve workload allocation management.  Also revised all the company rules and develop required systems to improve HR basic operations.

HR Director     Jan 2015-Present
・Report to Japan CEO and regional Head
・Supervise five HR staff and responsible for all the daily HR operations including reporting, payroll, benefit, recruitment, budget management and labor issues
・Plan and control the budget of total personnel cost and head counts
・Provide day-to-day HR consultancy, advice and coaching to each department head for organization development
・Interact with the global talent team to help organize and facilitate global mobilization
・Manage the evaluation process for promotion, salary raise and bonus

HR Manager
・Reviewed staff rules and regulations (Employment, Wage, Part timer and others)
and employment agreement
・Implemented discretionary labor system
・Adopted re-employment system
・Reviewed child & family care leave system
・Adopted retirement benefit plan (Implementation of DC plan)
・Managed payroll outsourcing matters (Salary payment & Social insurance)
・Managed recruiting event and hiring process for new grads
・Interviewed candidates for mid-career & temp
・Organized annual training plan with the regional training team
・Worked as a company counselor for workplace safety and mental health matter in alliance with company doctor
・Supported line managers in employee relations


December 2008- December 2011

GHI Company
Associate / General Affairs Department
Created company regulations and operation manuals to proceed with GA operations smoothly. Also  built  a  new  admin  team  in  other  departments  to  align  with  GA  functions  and  manage daily operations efficiently.

・Established Regulations, Rules and manuals for all the tasks of General Affairs
Department through collaboration with Legal & Compliance Department
・Reviewed and improved existing work processes
・Managed facility related such as layout change, second site management, security management, vendor control etc.
・Developed basic work processes and procedures for all procurement related business and negotiated with vendors in order to cut costs
・Established administration functions in other departments to work efficiently.

April 2003- November 2008

JKL Compnay
Office Administrator / HR Staff
Worked at Japan office.  Established working regulations and hired 10 staff.

・Established working regulations through discussion with and under authorization of headquarter.
・Coordinated recruiting: scheduling interviews, working with agencies or candidates
・Managed payroll outsourcing correspondences
・Implemented retirement plan in cooperation with headquarter and consulting firm
・Performed secretary jobs for CEO




EDUCATION


March 2000- March 2003

University of XYZ                                                   Tokyo, Japan
BS Economics 

CERTIFICATION

ABC
DEF License
GHI 1st Grade
　　
LANGUAGE

April 2015     TOEIC  950
June 2008     Test in Practical English Proficiency “ EIKEN”  1st Grade


COMPUTER SKILLS

Proficient in MS Word, MS Excel, MS Power Point, MS Access, and E-mail.



