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We are lookina for a new member of the Academic Human Resources to subbort our world-leadina research
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activities.

Working closely with faculty and the Research Unit Administrator (RUA), this role will be responsible for a wide range of
tasks in support of research activities, with a focus on supporting the recruitment process, contract management, and annual
evaluation process.

Not only will you be able to use your excellent coordination skills and attention to detail to contribute to the smooth running of
research activities, but you will also have a valuable opportunity to develop your career in organizational and human
resource management while deepening your expertise in a diverse and international environment.

In this role, you will have plenty of opportunities for growth and an environment where you can aspire to progress. Why not
build on your experience and aim even higher with new challenges?

We welcome those with HR experience as well as those who are eager and willing to take on new challenges in new areas.

Responsibilities:

1. Support for the management of the research unit
- In collaboration with faculty members, propose the best responses and solutions to the needs and challenges of
the research units.
- Build and maintain good relationships with faculty and Research Unit Administrators (RUAs), coordinating and
assisting to optimize the research environment.
2. Management of new recruitment procedures
- Facilitate hiring new research unit members in collaboration with faculty and Research Unit Administrators (RUAs).
- Support in setting salary amounts under the University's salary policy.
- Confirmation of documents required for new hiring and management of the approval process.
3. Committee operation
- Arrangement for Research Staff Appointment Committee (RSAC).
- Prepare meeting materials, schedule meetings, and prepare meeting records.
4. Contract management
- Contract execution and renewal management for faculty and research unit members.
- Contractual deadline management and proper record keeping.
5. Support for annual evaluations
- Coordinate the annual evaluation process, and collection of evaluation-related data.
- Coordination of the entire evaluation process.
6. Participation in Human Resource management projects
- Participate in projects that support Human Resource strategies, such as salary range review and career
development.
- Contributing to business improvement and the creation of new systems.
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(Required)

1. Experience in coordinating and managing business operations.
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. High communication skills and the ability to work smoothly with all parties involved.

. Ability to effectively manage, prioritize, and execute multiple tasks.

. Ability to work accurately and with attention to detail.

. Business-level Proficiency in Japanese and English. (written and spoken)

. Ability to manage data and prepare documents using MS Office. (in particular Excel and Word)
. Practical problem-solving Skills.

8. Working Experience related to Human Resources.
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(Preferred)

1. Experience related to the job description. (e.g., recruitment, Human Resources, contract management, etc.)

The type of person we are looking for:

« Willingness to work in an international environment.
« Ability to work in a team and put the team's success first.
« Flexible with attention to detail.
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