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The Resource Center Staff plavs a vital role in OIST's Universitv Communitv Services. The Center acts as a comorehensive
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hub for information about life in Okinawa, offering support not only to students, faculty, and staff but also to their families and
visitors.

The Resource Center Staff assist community members in adapting to life in Okinawa and provide ongoing daily living support
from arrival to departure.

Responsibilities:

1. Serve as the welcoming and informative first point of contact for all OIST community members, including family
members and visitors.
2. Perform clerical tasks such as handling phone inquiries, maintaining records, and processing forms to ensure smooth
Resource Center operations.
3. Support new community members in adjusting to life in Okinawa by offering guidance, resources, and information
about local services.
. Maintain and update the Resource Center’s digital databases to ensure timely and accurate information.
. Collaborate with the Director and team to identify and share new information or services helpful for daily life in the
local area.
. Coordinate with other sections or teams within OIST that provide similar services to ensure effective collaboration.
. Manage and keep guest card records up to date.
. Ensure the Resource Center’s website is current and accurate.
. Perform additional duties as directed by the Director of the Resource Center.
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(Required)

1. Excellent English and native-level Japanese proficiency (written and spoken).

2. Proficient in Microsoft Office and adept at using the internet as a reliable information source.

3. Strong interpersonal skills, cultural sensitivity, and the ability to communicate clearly and concisely in both written and
spoken forms.

4. Excellent organizational and proactive problem-solving skills.

5. Atleast 2 years of international administrative work experience.

6. Ability to multitask and manage time effectively.

(Preferred)

. In-depth knowledge of life in Okinawa and connections with local organizations.

. Previous experience supporting relocation for international staff.

. Ability to analyze service usage data and prepare presentations for university and BOG executives.
. Knowledge of graphic design (e.g., for posters and flyers).

. Understanding of business process automation.
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