
 Name:XXXX XXXXX 

Address: #XXXX, X-X-X XXXX、XXXX-ku, XXXX－City, Tokyo 141-0021  
Contact Information (mobile number and email address) 090-XXXX-XXXX /XXXX@gmail.com

SUMMARY 
Job Experience/Skills/Strengths points 
20 years of experience in HR Operation Process (Payroll, Employee Admin, and HR system implementation, HR system tier1 support).
Flexibility to work through new jobs, changes, and problems.
Effective communication with high listening skill as a team leader, experienced team management for more than 5 years.
Highly motivated with the ability to work well as a part of the team.
Ability to communicate and to provide high quality customer services to both employees and HR partners.

PROFESSIONAL EXPERIENCE 
XXXX Inc. (Chiyoda-ku, Tokyo)                                                  2016/07 to present 
-Seconded to XXXX  Japan Ltd.

HR Shared Services - Manager
Employment transfer from XXXX Japan to XXXX Japan from April 2017.Completed payroll testing, payroll verification and payment in a timely manner as well as payroll accounting process. (Approximately 1,300 employees)
Payroll Operation, mainly Payroll Accounting, Dalian Team management, HR related invoice process management.
Conducted transferring the additional process to Dalian team successfully by preparing ops manual and knowledge transfer.
Acting as a team leader – payroll related meeting calls with APAC/Global team, submission of data files, etc.

XXXX Trust Bank Ltd. (Shinjuku-ku, Tokyo)                                     2015/11 to 2016/06 
Human Resources – Assistant Vice President 
Due to the divestiture of the business to XXXX, transferred to HR XXXX.
Led project to consolidate payroll process and end to end employee life cycle process, from on-boarding to resignation process.
Conducted payroll testing end to end, resolved approximately 20,000 findings with a payroll vendor during the implementation, and completed initial payroll payment successfully. (Approximately1,500employees)

XXXX Japan Ltd. (Chiyoda-ku, Tokyo)                                           1998/08 to 2015/10 
-Seconded to XXXX Services Japan Ltd.

HR Shared Services (2004/06 to 2015/10) – Assistant Vice President
Divestiture Project- Transferred retail banking business to XXXX Trust Bank, done HR process consolidation for about 1 year as a preparation period.
Managed 5 staffs in Employee Life Cycle Team, end to end process from on boarding to resignation, and10 staffs in Payroll Team, covered XXXX group  3 major entities’ payroll operations.
Coordination with APAC team, managed and provided accurate employees’ HR data to the project team of M&A with XXXX group in 2009. (Approximately 7,000 employees)

Human Resources, Payroll Team (1998/08 to 2004/05) 
Contributed to assist a project manager for the implementation project of a new global HR Data Management System (HRMS-Oracle/People Soft), done customize request submission, testing, resolved findings, and completion of parallel runs successfully. (Approx. 3,000 employees)
Conducted payroll process to the outsourced vendor successfully including the process of accounting upload data file by testing and by resolving the issues.
Payroll and life cycle operation – such as certificates issuance, manage employee data movement, coordination with a social insurance & labor consultant to process in a timely manner, and payroll data verification for accurate salary payment.





XXXX Card Inc. (Shinagawa-ku, Tokyo)                                           1992-01 to 1997/12 
Research and Collection Department
Following up annual fee / charge fee by a collection letter and by a phone call. 
Check customers historical credit records by CIC system. 
Worked as a temporary staff. 

XXXX Tokyo (Chiyoda-ku, Tokyo)                                                  1989/4 to 1991/4 
Retail, Tokyo Sales Office 
Assistant for Market Product Coordinator 
Sales Assistant for 4 sales person 

EDUCATION: 
XXXXX University , Tokyo (1989) - English Language & Literature 

LANGUAGE & QUALIFICATIONS: 
English – Fluent / Japanese - Native 
STEP pre-level 1st grade 
Certified psychological counselor of Japan Mental Health Association 
JSDA Type 1	
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