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Position summarv:


https://www.careercross.com/company/detail-92982
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The Procurement and Supplies Section of the Division for Financial Management is responsible for the procurement of goods
and services, such as research equipment, materials and office supplies, as well as the process of properly handling the
travel and other expenses of new employees and staff for domestic and international travel. As a university that receives
most of its operating funds from public sources, the section is accountable to the taxpayer and therefore works hard to
ensure that it complies with all laws and rules, and that the procurement and travel expense processes are efficient and
timely, as befits a world-class university.

This position reports to the Logistics Team Leader under the Procurement and Supplies Section Senior Manager and is
primarily responsible for maintaining various internal supply-chains within the campus and related duties.

Responsibilities:

1. Overall operation and maintenance of the internal Supply Store, outlets set up on campus for the convenience of
research activities, selling research materials and consumables (managing online store ordering data, payment, and
ordering)

. Sales analysis and forecast of the Supply Store (drafting reports, analyzing etc.)

. Development of workflows related to the security export/import control

. Planning and strategizing for operation of the Logistics Center

. Operations related to the receipt and dispatch of mail, parcels, etc. at the Logistics Center

. Operations related to the supply of common consumables

. Operations related to the acceptance and inspection at the Logistics Center

. Other related activities of the above
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Please note that in the future, you will move to procurement, budget, and accounting-related tasks within the Division of
Financial Managment, with the aim of becoming an OIST finance professional.

RO avigE:

BT EVavilEE Y avid, HRER. B, EERRFONRPY—EROREEN M. S#EERUVHEBECE
RANDHRRES #BICAET 270X 2B TVET, BEEEEDIFEACEANESICTIAONTVWEREEL
TIBREANDORPEEE R T/20O. ED - L—ILICRIVEREZTTI2OREE2ADI L, HAREKEDOKREICSHE
HLW, BEMTYA L) —RAZRVRETOEIETIRNG, BABALTVET,

ARIvavik, BEEIYa VY TIRRVY—TOAYRT A VRAF—L) =5 —DHET, FILEBERAY TS5/
FI—VOHBEERVEET 2BHEICEDY XY,

BHERE :

AV TSARANTOBEEEERE (VA VA NTOGEEE, T, ®31)
CBRAYTSARNTOFERBESE (LR— MER. 2HF%)

. REREHHATEICHRZ 7O0—EE FEER

. WMEtEY Y —DERICEAYT 2RERRE

RV —TOEEY. EREFOZTRREICHRDIES
BRLEEEROBRIBICHRDES

. MRV Y —TOMBRIUR D X

. TOMERICREY ¥

BB, MENICEHBET EYa VvRTHEE. FE. REREEBZICEFHL. OSTHEOIO7 vy 3FILEBIELT
WhEREEET,

ONO AN =

A¥IL - B
(Required)

1. 5 years of experience in procurement, inventory/production control, supply chain, and overseas import/export in the
pharmaceutical, biotech, chemical, or other physical/chemical industries, or in the manufacturing industry.

2. Excellent interpersonal and communication skills in Japanese and English, and high capacity for clerical business.

3. Intermediate computer skills (e.g. Microsoft Office)

4. Business level English language skills (TOEIC 700 approx.)

(Preferred)

1. Experience in working with government and other public offices.
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