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Administrative Staff/ 7 RIS =X ML 454 7R% v 7 (Core Facilities)

Job Information

Hiring Company
Okinawa Institute of Science and Technology Graduate University

Subsidiary
SRR R AFRAE

Job ID
1510830

Industry
Other (Education)

Company Type
Large Company (more than 300 employees)

Non-Japanese Ratio
Majority Non-Japanese

Job Type
Contract

Location
Okinawa Prefecture, Kunigami-gun Onnason

Salary
3.5 million yen ~ 6.5 million yen

Work Hours
FRESEEERS : 9:00-17:30 7L v 7 R4l (37494 £L10:00-15:00) EE7. 585 < B RS @A

Holidays
EREHRARE. ESAE. GHRAE. ERFREKE. BBEARER. EXERZEHERE

Refreshed
December 13th, 2024 16:11

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level (Amount Used: English usage about 75%)

Minimum Japanese Level
Native

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

The OIST Core Facilities contribute to research and education bv providina excellent common research facilities and
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research support services for researchers and students at OIST. OIST Core Facilities has 9 technical support sections
(Animal Resources, Instrumental Analysis, Scientific Imaging, Sequencing, Marine Science, Engineering, Environmental
Science & Informatics, Scientific Computing & Data Analysis, Basic Lab Support). Researchers and scientists at OIST can
utilize these facilities to access state-of-the-art equipment, receive training, collaborate with experts, and receive support for
their experiments and research projects.

Core Facilities Administrative Staff is responsible for various duties ranging from daily purchases to event planning support
and guest invitations. This position (administrative staff for the Core Facilities) is in a centralized administrative office for the
Core Facilities and is expected to support the Director of Core Facilities and Core Facilities members so that each Core
Facilities Section can commit and focus on supporting researchers. The successful candidate will be required to
communicate with people inside and outside the section actively.

What experience you can gain through this position:

« Knowledge of financial rules and legal compliance through administrative support such as purchasing, maintenance,
inspection, and fixed asset management since the institute owns a large number of cutting-edge equipment and
facilities

« The extensive network in OIST and skills as an administrative staff through experience in a wide range of work since
there are many interactions with Core Facilities Section members, research units and other departments

« Working experience in international setting

Responsibilities:

1. Operate the ERP system to arrange purchase orders, business trips, reimbursements for Core Facilities members

2. Support purchase & procurement of research equipment and related contracts as requested by the Core Facilities
sections

3. Polite communication with vendors and manufacturers on scheduling of equipment maintenance inspection, repair,
etc.

4. Accurate administrative support related to OIST Core Facilities Equipment External Usage, including email exchanges
with External users

5. Support to analyze and manage Core Facilities budgets

6. Build up a DX system with other Core Facilities Administration Section members to streamline and simplify routine
tasks such as daily purchases

7. Proper document management related to budget execution, equipment maintenance, safety, etc.

. DMS Kessai preparation and support

. Administrative work related to events and symposia organized by the Core Facilities (logistics arrangement and

reimbursement for Guest travelers, conference room reservation, etc.)

10. Edit Core Facilities section website

11. Support annual fixed asset inspection for Core Facilities sections

12. Other administrative support for the section requested by the Core Facilities director and members
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Required Skills

(Required)
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. Basic IT skills and knowledge of MS Office (Word, Excel, PowerPoint, SharePoint)
. Native level Japanese and business level English (TOEIC score 800 or higher)
. Excellent communication skills, including writing formal, polite emails in both Japanese and English to internal as well

as external people of OIST

. Ability to use ERP (accounting system) to input accurate information and analyze budget status

. Accurate job prioritization and completion of assigned tasks with a sense of responsibility

. A person who can actively give ideas and concrete shape to non-routine and newly created tasks

. A highly empathetic team player, who can give a hand whenever Core Facilities members need assistance
8.

Ability to adapt to local culture and rapidly changing work environment

(Preferred)

1.

Work experience in Japanese universities or institutes and/or international settings
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