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OIST Innovation (O is OIST's technoloav commercialization hub. leveraaina universitv research. world-class infrastructure.


https://www.careercross.com/company/detail-92982
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an |nterd|smpl|nary environment, and a nsk takmg culture to transform technology from the Iaboratory to |nnovat|on W|th
social and economic benefits, The Administrative Coordinator provides high-level support to the Technology Licensing
Section (TLS). The Administrative Coordinator will support the Section Manager and Technology Licensing related
Specialists in coordinating the information and resources needed to implement projects and ensure the success of the
Section's activities.

Responsibilities:

1. Support the administrative operations of the Technology Licensing Section by maintaining document and online filing
systems and ensuring the efficiency and effectiveness of office processes

2. Work closely with the Section Manager, Technology Licensing Specialist, and the University's Office of the General
Counsel to assist with contracts and agreements

3. Assist in overseeing the Section's annual operating budget: preparing budget requests, expense management, and
financial reports

4. Assist in the preparation of reports on the Section's activities for internal and external stakeholders

5. Lead the negotiation and procurement of service contracts with vendors

6. Organize educational seminars and events on intellectual property topics

7. Assist in organizing work schedules for Section members, including arranging meetings and coordinating travel

8. Prepare technical marketing materials (including design and translation) and assist with trade show preparation

9. Update the Section website and assist in marketing the technology via social media

0. Act as liaison with other university departments to facilitate operations, including assisting in negotiating transfer
agreements

11. On-board new staff for the Section
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(Required)

. Bilingual in English and Japanese (N1 level or equivalent required for non-native Japanese speakers)
. Bachelor's degree

. At least 3 years of experience in administrative support and working in a team environment

. Ability to understand contracts and agreements

. Experience with Microsoft Office, CRM databases or project management software

. Proactive work attitude and communication skills
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(Preferred)

1. Experience in an administrative support role in a technology licensing or business development office or intellectual
property law firm
2. Experience working in a peri-technical or international environment
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