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Admissions and Student Recruitment Coordinator
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Position summary:

The Admissions and Student Recruitment Coordinator plays a key role in the admissions and enroliment process, and
engaging with prospective students at OIST. This role involves close collaboration with academic staff including OIST
students, postdocs, and faculty, as well as with other sections and divisions across the university. The coordinator will
actively participate in student recruitment efforts, such as organizing information sessions and science workshops targeting
university students in and out of Japan. The role is also responsible to provide admissions guidance to prospective students,
and facilitate admission interviews with faculty members.

Responsibilities:


https://www.careercross.com/company/detail-92982

« Application management: Overseeing the admissions application process, from inquiry handling to ensuring
completeness, accuracy, and timely processing of applications.

« Admissions: Coordinating interview schedules and other components of the admissions process.

« Student engagement: Providing OIST program information, guidance, and support to prospective students through
various communication channels including email, meetings, and online media.

« Student recruitment events: Panning, organizing, and executing student recruitment events and activities such as
holding science workshop, campus tours, information sessions, and university fairs to attract potential students.

« Collaboration and communication: Working closely with OIST students, postdocs, and faculty members to align
recruitment efforts with divisional and institutional goals.

« Data management: Maintaining accurate records and databases related to applicants, enrollment statistics, and
student recruitment activities.

« Reporting: Generating reports and analytics to assess the effectiveness of admissions and student recruitment
strategies.

« Other: Provide support for other section administrative tasks as needed.

Division/SectionifE :

OISTHABERL 7 1 ZADFEHIZ. REKECEBENARZRABTERHTSIIETY, 7RIvvay - 7oMN)—F¢
g avik, OISTILBHFARZEAEEZ DI, HENT7I M) —FFEEEBL. HEOBICET2REDOAMNEROES
PYURACEEAEB>TWET, PRIy ay - 7OMN—FEIVaVEISIC, FEEEDIIaZr—2a v eER
HEFICEETEE-oTVWET,

BEEE :

TRIy 3y - 2BEYINL—PMAYPFI=FT 1 X—9—IF, OISTOAH - AZ2TOBRICEVWTEERKEIZB L, A
FAEFLETEZEELEADLBMAEETY, TDREICIE, OISTORE, RRARY, HEAESULTHTIVIRYIY TP, KFE
ROMBDEI S avRT1EYa v EDBRBLEENEENET., ARV Y a vk, BRADOKRZEENRE LIHBARY
BEo—svav7oRERE. PEBETHICHEBNICSMLET, £/, AZEFEITIZENDAZLAIT VP,
HEEDODAFEBOETHHEYLET,

BEAR :

o HEEEE : MVWADLERIEH S AFBEOVEZAZTEISRENSRVWHADEREITWV. 94 L) —ICAFEERHT
Ot24EET 5,

o ARERL: mEAROAERLE, AR TOERICE T 24 LHAEET,

o« BEADIVHF—IAVN 1 BFA—I, RF. FAVIAVATATREKABRIIa=-r—vavFRERELT.
AZHFEHICOISTIAV S LICET Z1E®R. HI1 IV R, HR— MERET 2.

o« PEBEARVYKN YA IVRI—I2 a3y T, FYUNRRYT—, SRS KEI7IT7RE, AREFEEEEED
T3-0DFEBEARY NPEHELE, EE. £ET 5.

¢« ASARL—23avEaIazs— 3V :0ISTORE, RARY, HELHBICEEL, T4 EY 3 VP0ISTORE
BICEbERAFESHZT.

o« T—HEE : EEE. \FEME. PEBERNCETIERARHTRET —IR—REEET 5,

o i ARBLUEESEHRBOEMELZTHT 27200 L R— MEREDHET .

o ZFOM: BEICKHLTEI Y aIVOBEBEREYR—NT 3,

2FE) - B
(Required)
« Bachelor’s degree or equivalent

« Proficiency in English and Japanese

(Preferred)
Experience in organizing events or workshops
Experience in working with websites and social media

Strong oral, written, presentation, and interpersonal skills
Experience in studying or working in an international environment
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