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OIST Innovation serves as the technoloav commercialization hub of the universitv. We work
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https://www.careercross.com/company/detail-92982

closely with faculty, students, and staff to drive the development of new technologies, build industry collaborations, support
innovators, and launch startups. We offer a comprehensive suite of programs, networks, and resources designed to help
transition innovative technologies from the lab to the market—creating meaningful societal impact. OIST Innovation plays a
central role in theuniversity’s strategy to cultivate an innovation ecosystem in Okinawa, which includes technology transfer,
industry partnerships, and startup incubation. The Office of the Executive Vice President works collaboratively across
divisions to foster strategic partnerships and initiatives that strengthen the university’s research capabilities, reputation,
outreach, and economic impact.

OIST Innovation is currently seeking an Office Coordinator to provide day-to-day administrative

and general office support. The ideal candidate will be highly organized, detail-oriented, and thrive in an international, fast-
paced, team-oriented environment.

Responsibilities:

. Support the day-to-day administrative activities of the Office of Executive Vice President to ensure effective operations

. Provide logistics support to host high-level visitors from government, academia, and industry

. Support meeting scheduling, travel arrangements, and event coordination

. Process and monitor routine financial transactions

. Organize and maintain a variety of records, files, data, and reports, including information of a confidential nature

Perform data entry of customer and related information using database software

. Assist in compiling reports and presentations

. Maintain office supplies and equipment

. Serve as the primary point of contact for general maintenance, health and safety, and other facility concerns within
OIST Innovation

10. Assist with document translation

11. Provide back-up administrative support to other sections in OIST Innovation

12. Other related administrative tasks as needed
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(Required)

. Bachelor’s degree or 3+ years of administrative experience

. Excellent customer service and communications skills in English and Japanese (equivalent to TOEIC score of 900+)
. Proficiency in Microsoft 365 (Outlook, PowerPoint, Word, Excel, Teams, SharePoint)

. High level of professionalism and ability to maintain sensitive and confidential information

5. Excellent time management, multi-tasking, teamwork, and organizational skills
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(Preferred)

1. 5+ years of administrative experience working in an international environment
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