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OIST Innovation is the technoloav commercialization hub at OIST. We work closelv with universitv facultv. students. and staff


https://www.careercross.com/company/detail-92982
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to promote the development of new technologles embrace coIIaboratlons W|th mdustry, support mnovators and launch
startups. We provide a full-service suite of programs, networks, and resources designed to facilitate the transition of
innovative technologies from the lab to the market, generating a meaningful societal impact. OIST Innovation is a key part of
the University’s strategy to seed an innovation ecosystem in Okinawa, which is linked to technology transfer, industry
partnerships, and startup incubation. The Office of the Executive Vice President is working closely with other divisions to
engage and foster strategic partnerships and collaborations that enhance the University’s research competencies, reputation,
outreach, and economic impact. The Project Coordinator supports management in coordinating information and resources
needed to implement projects in the Office of the Executive Vice President and works to ensure the success of the activities
of the Division.

Responsibilities:

1. Project Coordination:

« Assist in the coordination and tracking of projects, including organizing timelines, deliverables, and project documentation.
» Support the Executive Vice President's Office by preparing and organizing materials for meetings and presentations

» Help with project status updates and provide logistical support as needed for smooth execution of project activities.

2. Event and Meeting Coordination:

+ Assist in organizing meetings, workshops, and events by scheduling, preparing materials, and ensuring that all logistical
arrangements are in place (e.g., venue setup, catering).

+ Assist in managing external visits, including preparing visitor schedules, meeting agendas, and briefing materials.

3. Document Management:

» Maintain accurate records and organize filing systems for documents related to projects, meetings, and daily office
operations.

» Support the translation of documents between English and Japanese, as needed, and ensure they meet professional
standards.

4. Administrative Support:

» Provide general administrative support to the Office Manager, including scheduling meetings, managing calendars, and
coordinating travel arrangements, and expense transactions, budget management.

» Handle day-to-day office tasks such as processing expense reports, ordering office supplies, and maintaining office
equipment.

+ Assist in managing communication, drafting emails, and handling incoming inquiries from internal and external
stakeholders.

5. Support for Office Operations:

+ Provide administrative support for the smooth operation of the office, including visitor management, and other tasks
assigned by the Office Manager

+ Assist in preparing reports and correspondence for internal use.
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1. Bachelor’s degree or equivalent experience in administrative support and project management

2. Ability to work on multiple projects simultaneously and prioritize tasks flexibly based on evolving requirements
3. High proficiency in Japanese and English (reading, writing, speaking)

4. Highly self-directed with the ability to work independently and as part of a team

5. Ability to handle sensitive and confidential information with discretion
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