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@ CareerCross

Ganjuu Wellbeing Service Administrative Staff Assistant

Job Information

Hiring Company
Okinawa Institute of Science and Technology Graduate University

Subsidiary
SRR R AFRAE

Job ID
1477617

Industry
Other (Education)

Company Type
Large Company (more than 300 employees)

Non-Japanese Ratio
Majority Non-Japanese

Job Type
Contract

Location
Okinawa Prefecture

Salary
Based on hourly rate

Hourly Rate
1400

Work Hours
N—K% 4L E5H. —B7EE (9 :00-17 : 00)

Refreshed
June 21st, 2024 10:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Fluent (Amount Used: English Only)

Minimum Japanese Level
Fluent

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

OIST established the Global Bioconveraence Center of Innovation. a new virtual research center based on the converaence


https://www.careercross.com/en/company/detail-92982
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of disciplines such as biomedicine, neuroscience, Al, environmental science, and engineering funded through the JST COI-
NEXT Award. The Center was co-founded by OIST faculty and OIST Innovation, and is led by Project Leader Nicholas
Luscombe in close collaboration with Gil Granot-Mayer.

Research and development activities at the Center will strive towards the concept of a One World, One Health society,
founded on the indivisible relationship between humanity and the natural world. The Global Bioconvergence Center will
support multiple projects in three cross-cutting themes: Healthy Mind, Healthy Body, and Healthy Environment. In addition,
joint labs with companies and a startup accelerator will ensure that technology solutions developed from Center research can
be harnessed to benefit society by treating disease, extending a healthy life, and healing the planet.

Division Function/Position Summary:

OIST is seeking a Project Administrator to work as a member of the OIST COI-NEXT project. Under the leadership of the
Project Leader and Operational Director, this position will provide day-to-day administrative and general office support for the
Center. Examples tasks include coordinating our internal and outward-facing activities, meeting preparation, reporting and
budgeting material for funders. The ideal candidate will be highly organized, detail-oriented, and able to work well in an
international, fast-paced, and team environment.

Responsibilities:
1. Support the day-to-day administrative activities of the Center to ensure effective operations.

2. Provide logistics support to internal and high-level external-facing meetings including visitors from government, academia
and industry.

3. Support meeting scheduling, travel arrangements, and event coordination.
4. Organize and maintain a variety of records, files, data, and reports, including information of a confidential nature.
5. Process and monitor routine financial transactions.

6. Assist in compiling reports and presentations; for instance, working with the Operational Director to prepare the meeting
agenda and reference materials in drafting and typing, editing, and finalizing the documents and maintaining meeting
minutes.

7. Help the finance team prepare the accounting book as part of the annual report to the funding agency.
8. Assist with document translation.
9. Other administrative tasks as needed.

10. The successful candidate is expected to work in a cross-functional manner in collaboration with the Office of the Dean of
Research and OIST Innovation.

Submission documents:
- Letter of intent in both English and Japanese

- Curriculum vitae in both English and Japanese
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Required Skills

Division Function/Position Summary:

“Ganjuu” is an Okinawan word meaning “Good, well, strong, healthy”. This psychology-led service, aims to support the
wellbeing of the whole OIST community, which includes graduate students, staff and their families. The following services are
provided:

- Psychological assessment and therapy

- Development and support of initiatives related to wellbeing and community

- Workshops and training related to wellbeing

- Services to teams (team building, mediation, etc.)

- Information, advice and consultation on wellbeing and interpersonal matters

Position summary:

The Administrative Staff Assistant at Ganjuu is a key team member responsible for ensuring the smooth and efficient
operation of the mental health consultation service. The position involves a high level of independent functioning, particularly
as the service operates in a location separated from the main administrative units. Main responsibilities include but are not
limited to the handling of confidential and sensitive information, team budgeting, data management, and office support. The
successful applicant will be joining an established team with counsellors who have experience in various countries.

This role is not just that of an administrative assistant; it is the first point of contact and serves as the face of Ganjuu's safety
services for the OIST community. The ideal candidate should be comfortable and confident in such a prominent position

Responsibilities:

1. Document Management: Ensure the securing of written confidential material. Organize case files, scanning, filing, and so
on.

2. Data Entry and Management: Using MS Excel and the other data management software.

3. Website Updates: Add useful information, translations, and more.

4. Inventory Management: Procure goods and conduct inventory.

5.  Communication: Provide a safe and welcoming reception to people visiting the service with good interpersonal skills.
Handle phone calls and emails, and act as a point of contact for internal OIST sections.

6. Emergency Bridge: Act as an intermediary in urgent situations where a clinician is unavailable, providing initial support
and directing individuals to appropriate resources.

7. Budget Support: Assist in managing the budget.

8. Meeting Support: Arrange and book venues for meetings, workshops, and events.

9. Translation Services: Translate documents and website content from English to Japanese and vice versa.

10. Travel Arrangements: Organize travel and accommodations for staff and external visitors.

11.  Event Management: Plan and organize events and workshops.

12.  Ganjuu’s Library Management: Handle book check-out and inventory.
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