Page 1 of 3

@ CareercrOSS by JAC Recruitment

Housing Staff//\V > > T 24 v 7

BEBE

RALHESA
FREN MR ZRMAZRAZZE

Xt - XIE
IR R R ERRE

KAID
1477682

*iE
TEEMN - BE

Ezad0yELs]
ARFEXK 002 HBABRXRER)

HEANDEE
HEAN ZH

ERWE
228

E#5ith
HHRIR

w5
2505 M ~ EERERD L. ISHER

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

B - kIR
FREREKR, EEARBR. BHRAR. ERFHAEB, BERAR. ENRBERTH K071 THRIBRE

EEs
2024512A20H 09:00

S ERM

B
1Lk

Fr)T7LARL
FIRRBRE L NI

HKELRIL
il (EEFERALLR: 50%2E)

B&AEL NIV
Pl

IR E
REE: 215

REDOEY
HATORBHFAINBETY

BEEH

Section Summarv:


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

of housing. The Housing Section staff member is responsible for the overall management of OIST housing on campus under
the direction of the Section Manager and is primarily responsible for contracts, property management, and residential room
management. The number of contracts handled is approximately 200-300 per year.

Position Summary:

The Housing Management section is divided into three major categories of work.

(1) Support for tenancy agreements for professors, students, and other categories of residents (contract work)

(2) Management of on-campus housing buildings (property management)

(3) Management of Housing rental properties (management of residential rooms)

Our goal is to avoid any delays in project completion by assigning two-person teams (main and sub) to each task. Currently,
we have eight members.

The Housing Management Section is responsible for a diverse range of tasks. You may be required to work on-site to
prepare rooms before move-in, as well as handle administrative duties. It is essential that you possess the ability to
collaborate and work effectively with other Housing members.

Responsibilities :

1. Support all operations related to move-ins and move-outs.

o Conducting orientation: Provide face-to-face explanations to new tenants and send information by e-mail.

0 Support to contract signing, renewal, and cancellation: prior communication regarding contract renewal, explaining the
contract, obtaining signatures, etc.

Attendance at move-in and move-out: Inspection and attendance at move-in and move-out.

Handling complaints.

Corresponding emails, answering telephone, explaining in person.

Manage for short- and long-term accommodation schedule on-campus housing.

Centralized management of reservation requests from related departments.

Manage all processes up to the completion of building repair work, including requesting estimates, placing construction
orders, and negotiating with contractors

Being as a point of contact with contractors and negotiate in consultation with supervisor.

Maintenance and management of the real estate and movable property (furniture, etc.)

maintain to exterior and planting, repair and troubleshooting for furniture and buildings.

Creating and maintaining manuals and website.

Using customized CSM, however it is not difficult to maintain.

Accounting related operations.

Utility and rent billing and other reimbursement financial processing.

~AO wO MO

0O NOoO ®»o vio

oy aviBE:

NSV G -2 aviE, BREEEFTEYaVICBWTNYI S Y IDOBERVEEAIBYTIHMETT, NIV
I avRIY T, BV a3V R—U v —DERICREVF v VRRAADOISTND SV S DEBEELRICEDI DD
THY., FICEZH - YHEE - BERRROBEBICKET IR 3 v TF, ZHOEY R WEEIZER200-30072E & 4
VET,

ROV avBE:

HousingBEt /> a v DEHBKE LT, KEL3IDIFTFLNET,

i, 24 ZOMAT TV —DOH 2 DABEHOYR— b(ERHER)

AVF v UNRAOEEFEOEE (WHEE)

Housingf& W) L7 DERE GEERBBROERE)

Housing# v /N\—(3IRIE8 £, EHBT L 2 AMEHl (X -¥7) TRIEETZZEE2BEICLTBY., AV I ORI —
MASLETET, TRICENDSELCAVERIGLE T,

HousingBEB /¥ 3 VOEBIIZRICHEVET, #-oT. BEICEL > TREBEE (ABHOWMEEY) . $B53AF
BEELRAERYET,

ZDRY T avidHousing A Y NR—EBA L RN LERKEZTT2ALVEDODNET,

BEAA :
1. ABEICRDILETOER

« FVIVF—Ya v FERABBEATEODREAY X —IL TORRE
o RIS - B - £y U RIRIS  BREHICEY 2 ERER. ZNEOHA. BEAFSE
e AB - BEBDILEEWV  BEBDA VARI Y 3 VP ANBREBDIIAW

2. FEWICEAT 7L —LMG

o BOE LT, X—Jb, B, HETHR.
3. FUFeURZRNDTVIOERE - REMEFHNEE

o EEIENSDFHEEE —TEE
4. BEYMEREORBEKR. ITERE RELOHEE. IFRTETOIRTOTALRDER

o XEEOBROLAY, LREMEHK LMD SIFE
5. FEECHFEE (OB ERHLET) . R REFENICOISTARE L BEDER

o TENE. BIEDEEPHER G
6. YZaTIRVITTHA MER - BE

Page 2 of 3



Page 3 of 3

- OISTHEODOV 7 NERBICRYE I, HLLVABRTIRHY IZHA,
7. RRHEEH

JeEE, REOFKREHL CEBNREESMHE

2F) - B

(Required)

1.

w

NOoO oA

High communication skill in both Japanese and English. Also, ability to write documents in Japanese and English.*
Native level English and Japanese proficiency are required in order to deal with professors, board members,
executives, and other personnel.

. At least one year of experience in real estate or construction field.
. IT skills and knowledge, including the ability to create tables and use basic functions in Microsoft Office (Excel and

Word).

. Communication skills to maintain good relationships with tenants and other departments.
. The ability to work independently and initiatively.

. Ability to prepare numerous projects in a well-structured manner.

. driver's license.

(Preferred)

1.
2.
3.

Experience using property maintenance management software.
Experience with lease agreements.
Experience with invoice and billing operations.
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