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Position Summary:

The Okinawa Institute of Science and Technology(OIST : see www.oist.jp ) is a graduate university in Okinawa Prefecture
that specializes in science and technology with the goal of becoming an innovative model. OIST is a rapidly expanding
organization that continues to hire many mid-career professionals each year. Therefore, the accounting section needs to
focus on establishing rules and systems and disseminating them to the field. Therefore, we would like to hire a person who
not only has practical accounting skills, but also good communication skills and an awareness of the need to build better
business operations.

Responsibilities:

1. General accounting work (accounts payable processing, checking invoices, etc., entering into accounting system,
organizing vouchers, etc.)

. Operation and input of accounting system

. Maintenance of accounting and other related rules, manuals, etc.

. Preparation for and response to on-site inspections and various audits by the Board of Audit, etc.

. Operations related to the automation of accounting processes, paperless processing, and other efficiency-enhancing
measures

6. Other related accounting work
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* Job rotation within the financial divisions may be conducted from the viewpoint of staff's capacity development, etc.
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(Required)

1. PC skills (Excel, Word and PowerPoint)
2. Self-motivated, self-sufficient, and a good communicator
3. TOEIC Score 600 level English and Native level Japanese

(Preferred)

. At least 2 years of working experience in accounting or financial closing
. Accounting knowledge of Japanese commercial bookkeeping level 2

. Experience in using ERP system

. Working experience at an accounting firm or tax accountant's office

. Experience in handling audits, etc.

. Experience working in an English-speaking work environment
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