October 2026
JETRO San Francisco

Job Opportunity at JETRO San Francisco
Accounting & Administration Associate Full-time Position

(Position Information / L)

Employer: Japan External Trade Organization (JETRO) San Francisco

Location: Hybrid Remote in San Francisco, CA
*At least one day per week in-office attendance at the JETRO San Francisco office is required.
Telework is permitted up to two days per week in accordance with JETRO policies.

Status: Full-Time, Non-Exempt

Work Schedule: 9:00 a.m. - 5:00 p.m., Monday through Friday, including a one-hour unpaid lunch
break. Occasional overtime may be required.

Start Date: Early November 2026 (tentative)

(Job Summary / BREHEE)

The Accounting & Administration Associate is responsible for accounting, administrative, human
resources, office management, and related functions supporting the operation of JETRO San
Francisco.

(Primary Responsibilities / £ EBANE)
Accounting / #8 - T B

- Prepare accounting vouchers using JETRO's accounting system and review supporting
documents, and perform payment transactions through ACH transfers, check issuance, and
other payment methods. (= b5 A7 A %FH L TREMSEO/ERZITH & & BT,

AERESH O T A 72 H NTERIT ACH 154, /NMIFRITHICL DX ER 1T, )

- Compile and prepare accounting-related documents for submission to JETRO Headquarters,
including accounting vouchers, financial reports, and accounting audit materials. (3= b & A5
R D REIEEE R (REUREE, S5HE . SEHHEENISE) OWMV L&D E1T5, )

- Perform accounting- and budget-related activities of the office. (FFATICIIT 2 - TR S
EHEITI, )

Administration, HR & IT Support / ¥#8%5 « N5 - IT BEZEK

- Provide administrative support, including scheduling meetings and appointments, arranging
business travel and processing travel expense reimbursements, handling inquiries, office



management, lease administration, document management, inventory management,
preparation and consolidation of internal approval requests and reports, data entry, filing, and
coordination with JETRO Headquarters regarding administrative matters. (&% H %, HiE
Tl - HIRRERRE ., SV DbExG, 47 0 AFH, SSEROFE, CEEE, i
EH, AREANER - EBEHOEZ - BV ELD, T—H AT, T AV T EERDLTNT
TS S\ AR DA & DEHETEZIT S, )

- Perform human resources administration for employees under the direction of the Executive
Director, and support expatriate-related matters, document management, information systems
administration, and coordination with external legal and tax professionals. (Executive Director
DIERIZHE, BB O NFEBERZ1TO L & biT, BEEREER, CFEEH, FHm AT
D BREERN ONTVERS - BUBSIZ BT DM M5 & Difg - B ER 21T, )

Process Improvement / 5503

- Promote digitization and streamlining of office operations. (FFEATEE (TR DEHOT VXL
b LU R HET D, )

(Qualifications / JEEE#)

- Legally authorized to work in the United States and able to maintain valid work authorization
throughout employment. CKETHIERIZEEIT FIBETH D | JEM WK 28 U CTH 2728k 7 & ik
AR CE L2 L)

- Bachelor's degree or higher. (KL ETHDLZ L&, )

- Minimum two (2) years of experience in accounting, bookkeeping, administration, HR,
operations, or related fields. (B:E# 3515k 2 421 )

- Business-level proficiency in both Japanese and English. (H#E R A L)L)

- Strong Microsoft 365 skills including Excel, Word, Outlook, PowerPoint, Teams, and OneDrive.

(Microsoft 365 A % /1)

- Demonstrates flexibility, initiative, and a strong commitment to teamwork, with the ability to
proactively support a broad range of accounting and administrative responsibilities. (F—2AU
— 7 HBE L, RH - R ER R A RIS ORI RIS TE S 2 &)

(Compensation & Benefits / ¥55- « 8B 4)

Compensation: $31.19 per hour + Discretionary Bonus
Benefits: (1) Comprehensive Medical, Dental, Vision, and Life Insurance Coverage (FE#&EH#RR (EHR -
R - IREE - AR ) (2) 401(k) Retirement Savings Plan  (ffe /& #LHRI4E &I (401(k)) )

(Background Check / £ FRFEE)

Final candidates will be subject to employment, education, and criminal background verification,
consistent with applicable federal, state, and local laws.



(Application / JEE 1)

Please complete the application form below and follow the instructions provided in the form. DL D )i 5%
T — DM E ZRAD D R, T A= LAHNOERNITHE - TIREELS 120,
https://forms.cloud.microsoft/r/x7pJSN1bvA



https://forms.cloud.microsoft/r/x7pJSN1bvA

