Full NAME
Birth date:

Day/Month/Year



Languages:

Japanese – native, English – fluent 
Nationality:

Japanese

Resides:

Shibuya Minami Tokyu Bldg. 14F
                                    3-12-18 Shibuya, Shibuya-ku, Tokyo, Japan 150-0002

Mobile Phone Number: 090-0000-0000
Home Phone Number: 03-4570-1500
Email: email@robertwalters.com
Mobile Email Address:  email@robertwalters.com


Education:

1992 – 1994
Boston University

MBA (Concentration in Organizational Development)

1988 – 1992
Waseda University

Bachelor of Commerce (Economics)

Qualifications:

· TOEIC 930 (2002)
· Qualified Industrial Counsellor  (2000)
· Certified Social Insurance (1995)
Technical Skills:
· MS Word, Excel (advanced), PowerPoint, SAP (HR Module)

Summary:

· Broad HR experience covering staffing, development, labour administration, legal disputes and compensation and benefits. 

· Took a leading role in HR Procedures and policy implementation of the business and organisation transformation including, performance management, development and communication.

· Localized and successfully implemented global HR programs in Japan
Career History:

Oct 2001 – Present

Company 1, Tokyo, Japan
Company Description, Global IT company
(Dec 2004 – Present)
Central HR Department
Human Resource Development
Senior Manager
· Reported to Japan CEO and Human Resources Director 
· Responsible for hiring all employee and managers and above. 
· Implemented total HR systems, which were Management by Objective system, evaluation system, promotion system

· Planned and proposed the salary increases and bonus payments of all employees and managers
· Introduced new bonus system scheme and 401K in cooperation with HQ

· Planned and controlled the budget of total personnel cost and head counts

· Managed two managers and five staffs Human Resources team

· Developed and provided the effective training programs for the skills of evaluation to all managers and above

(Oct 2001 – Dec 2004)
HR Business Partner
· To provide day-to-day HR consultancy, advice and coaching to top management
· Employee relations; hiring , terminations, performance review 

· In charge of workforce planning 

· Assist hiring managers in recruiting process 

· Involved in corporate HR projects; HRIS roll out, regulation and protocol roll out 

· Managed Shared Services staff on payroll and social insurance matters

· To provide HR business partner support to local and region leaders of corporate groups located in the various locations in the region. 

Apr 1994 – Oct 2001

Company 2

Company Description, Manufacturing company
(Jan 1999 – Oct 2001)
Assistant HR Manager
(Aug 1996 – Dec1998)
HR Generalist
· Reported to the HR Manager and supervise two HR staffs in managing daily operation including payroll, benefit, recruitment, training and development

· Planed, designed and Implemented new grade and compensation system 

· Managed Job & Position evaluation process

· Managed merit increase process – Analyse benchmarking, industry pay information, review pay matrix and budget management

· Managed, developed and modify HR system, policy and employment regulations

· Managed corporate pension – monitoring and analysis the pension asset, PBO validation

· Supported line managers in employee relations 

· Payroll and benefit data management 
(Apr 1994 – Aug 1996)
HR Staff
· Responsible for payroll for 400 employees.

· Managed working hours, holidays and leaves of absence from duty. 

· Performed various social insurance procedures.

· Performed payroll procedures for on boarding, salary adjustments and employee exiting events.
