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Accounting, Human Resources, Legal, Administrative Assistance
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Daily Responsibilities
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-Believe wholeheartedly in CBl's vision, mission, and core values, and live out a fukuin no
seikatsu.

-Cash receipts, disbursement management, journal entries, monthly and annual financial
reports, foreign remittance, payroll calculation, attendance management, tax filing, reporting
to overseas headquarters, human resources management, preparation of outsourcing
contracts, and other legal paperwork.

-Answering the phone and dealing with visitors at the office.
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Summary of Purpose
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To foster a positive environment for all staff and students to focus on work and studies, to
build good relations with outside users and support local churches and Christians for the
work of Gospel ministry. Actively acquire knowledge of social insurance, accounting, etc., in
order to appropriately accomplish the responsibilities assigned.
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Salary is determined by CBI’s payroll standards.

Social Insurance. No bonus. Various allowances available.
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-Computer skills (Word, Excel, PowerPoint) are required
(basic knowledge of Excel functions is preferred)
-English ability and bookkeeping qualification (level 3 or higher) are not required, but
preferred.
-Must be honest and attentive to business matters and meticulous with respect to numbers.
-Comfortable working in an international Japanese-English bilingual work environment and
takes initiative to work cooperatively across cultural differences.

‘
\

V)

B A EEFE

CHRIST BIBLE INSTITUTE

)




