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Job Information

Hiring Company
Okinawa Institute of Science and Technology Graduate University

Job ID
1531417

Division
Academic Partnership Section

Industry
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 million yen

Work Hours
Ly o2& (A7 44 A10:00-15:00) E{E7.58m« AR EB LK

Holidays
ERGHRAE, ERE. SRR, ERERAE. BRAB. ERBRZR. RV 714 7HREBRE

Refreshed
April 15th, 2025 01:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level (Amount Used: English usage about 50%)

Minimum Japanese Level
Business Level

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

Position Summarv:
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Institutional-level research collaboration, especially with domestic scientific research universities, has been identified as a
strategic imperative for OIST, by the University’s top-level executives, the Cabinet Office and external and internal audit and
evaluation teams. As OIST has evolved and direct Japanese government funding has tightened, such collaborations have
become predicates for successful competition for external funding, in particular teamed applications for large center grants.
One of OIST’s successful award is J-PEAKS. Such grants are becoming progressively more essential to the continuation of
the high-trust funding system that has allowed OIST to rise so quickly to prominence among Japanese scientific research
institutions.

The Office of the Dean of Research has developed a rich portfolio of institutional-level collaborative relationships. These
relationships are vital to execute programs and activities under J-PEAKS framework successfully.

The Academic Collaborations Administrator will be a key support member of the Academic Partnership Section, reporting

directly to the Manager of Academic Partnerships. With a primary focus on leveraging resources from the J-PEAKS grant,
this position provides administrative support institutional-level research collaborations, particularly with domestic scientific

research universities. The Academic Collaborations Administrator will work closely with various stakeholders primarily with
the Academic Collaborations Coordinator. The position is based in Okinawa.

This position is funded by the J-PEAKS Grant, which was approved by the Japan Society for the Promotion of Science
(JSPS).

Responsibilities:

« Travel Arrangement: Arrange travel for Senior Manager and Academic Collaboration Coordinator. This includes
scheduling, managing, and coordinating their travel, assist in the preparation of travel documents (Japanese and
English), and submit various applications to the accounting system for reimbursement.

« Calendar Management: Assist in scheduling and reminding internal and external parties, setting up meetings, and
preparing materials for meetings (Japanese/English).

« Document Management: Organize and file documents (SharePoint, OneDrive, hard copy).

« Document Preparation: Prepare and submit authorization requests through the Document Management System until
approved (Japanese/English).

« Event Management: Supporting preparation for workshops, seminars, and conferences, including preparation of

related materials, dissemination of information to researchers and their responses, on-site support during the events,

and assistance with reporting. This includes preparation for simultaneous webinar, Zoom and on-site.
Procurement and Mail Processing: Procure Office supplies, conduct inventory and mailing of documents.

Website Updates: Assist in creating and updating the Academic Partnership Section’s website.

Support Related Sections: Provide support for related sections under the Office of the Dean of Research.

Other Tasks: Support tasks related to the operation of the Academic Partnership Section.
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Required Skills

(Required)
1. Minimum of three 3 years of administrative experience
2. Strong skills in Microsoft 365 applications (Word, PowerPoint, Excel, etc.) and familiarity with social media platforms
3. Experience in filing and document management
4. Excellent communication skills, both verbal and written, in English and Japanese (equivalent to TOEIC score of 850)
5. Exceptional organizational skills, with the ability to manage competing priorities and meet deadlines
6. Ability to work independently with minimal supervision and collaboratively within a team environment
7. Flexibility and adaptability to meet the demands of the role

8.

Ability to work in a team environment

(Preferred)

1.
2.
3.
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Bachelor's Degree with administrative experience
Experience in research university administration or in higher education
Experience studying or working in an international environment
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