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The Okinawa Institute of Science and Technoloav (OIST) is a dvnamic and arowina institution. committed to advancina
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science and technology through innovative research and education. OIST aims to foster world-class researchers and
professionals who can contribute to the intellectual and technological advancements worldwide.

In December 2023, OIST was selected for the "Program for Forming Japan’s Peak Research Universities" (J-PEAKS), aimed
at enhancing Japan's research landscape. As part of this initiative, OIST will establish multiple open centers to foster
collaboration and innovation. This project will be overseen university-wide, with the Provost's Office providing crucial support
and coordination.

OIST is seeking a skilled and motivated administrator to provide essential support to the Office of the Provost. In this critical
role, the Project Administrator will coordinate and manage a range of activities within the Office of the Provost, ensuring
efficient operation and effective communication across multiple programs of the office with different stakeholders. Your
primary responsibility initially will be overseeing the establishment and ongoing management of the OIST Open Centers, with
a focus on ensuring their smooth launch and sustained success post-launch.

This position is to be funded through the J-PEAKS grant.
Responsibilities:

1. Assist the Project Manager in achieving the strategic objectives of the Office of the Provost.

2. Provide administrative support to the Project Manager of the Office of the Provost, ensuring smooth day-to-day
operations.

3. Oversee the daily management of the office projects, including OIST open centers, ensuring efficient and effective
functioning.

4. Coordinate schedules, manage bookings, and oversee event planning and execution.

5. Ensure efficient operation of the office projects through the development, implementation, and management of
support and information systems.

6. Maintain stakeholder and contact databases, and assist with the distribution of publications and editing of reports,
articles, and presentations.

7. Develop and maintain common rules and regulations of the office projects.

. Develop and manage presentation slides and web site contents.

. Perform other duties as directed by the Project Manager.
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(Required)

1. Minimum of seven 7 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.

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.

*People with no research experience are encouraged to apply
(Preferred)

1. Experience studying abroad or working in an international environment
2. Experience working in an academic environment such as a university

(%)

1. 7EU EDEFHEBERR

. Microsoft 3657 7°1) r—< 3 >~ (Word. PowerPoint, Excel’ &) DBARAFINEY =V v ILAT 4 TF TS5y b
TA—LICHEELTWSRZE

. XEBEORR

BEBLIUVHABCTOOBESLVEEICKZBNAZII2ar—YavVEED

L W7 L CETEBOBEIRAMAS . WEETORED

 B/ROEEBTTAINICEREZZEITL. F—LOPRTHALEE > TEBXEZFTTE BN

. BEOERICISZA SN RN EERD

XFROFROBZVWE S, BIFBBMICIINF LT,

[\*]

NOoO O~ W

(i)

RRE L ERNRRE TOHBRR
T RRBETOEHRR

Page 3 of 3



	Project Administrator / プロジェクトアドミニストレーター (Provost Office)
	募集職種
	応募必要条件
	募集要項
	スキル・資格
	会社説明


