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Graduate School Division -- Curriculum and Programs Section

The leadership program coordinator is an experienced and detail-oriented professional who develops, implements and
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manages the new initiative on leadership training within the credit-bearing Professional and Career Development program
(PCD) for OIST PhD students. The responsibilities also include organizing, managing, tracking, and conducting evaluations
of the new leadership program for PhD students and other young scientists, and to facilitate and manage opportunities for
PhD students and other young scientists to engage in internships and teaching. The leadership program coordinator is
required to compile data for government surveys, catalogs, and reports. This position is to be funded through the J-PEAKS
grant.
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Responsibilities:

« Develop, manage, and evaluate the Leadership Program for PhD students and other young scientists under the
guidance of the PCD coordinator.

« Organize and conduct mandatory PCD sessions.

« Plan and organize elective unit PCD seminars and evaluate the effectiveness of all sessions through student surveys
and other ways of collecting data.

« Explore trainings opportunities (contents/speakers/online materials) for PCD related topics.
« Track student completion and requirement submission materials of PCD courses.
« Develop opportunities for internships and teaching for students and other young scientists.

« Plan and organize collaboration events with other universities and disseminate information about professional and
career development events to OIST PhD students offered by external organizations and institutions.

« Organize company information sessions by communicating with companies and coordinating visits.

« Actively participate in the Consortium for Career Development of PhD (CCDP) by attending bi-monthly committee
meetings, planning joint events with other members, and preparing materials for meetings.

« Collect and compile data for government and institutional surveys.
« Other tasks assigned by section manager.
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(Required)
« Bachelor’s degree.

« Ability to communicate in Japanese and English (written and oral) within the work-environment of OIST, as well as
with external organizations.

« Experience developing and implementing events for graduate students.

« Ability to work independently and as part of a team.
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« Ability to manage multiple projects and complete them in a timely manner.
« Excellent organizational, analytical, and collaboration skills.
« Specialized knowledge of professional and career development.
« Excellent interpersonal skills.
« Ability to take direction and to give and receive feedback.
« Proficiency with MS Office suite and online meeting software.
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(Preferred)

« Master’s or higher degree.
« Prior work experience in an academic environment.
« Experience working with diverse populations.
« Evidence of strategic planning and evaluation skills.
« Experience advising/consulting graduate students.
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