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@ CareerCross

Admissions and Student Recruitment Coordinator

Job Information

Hiring Company
Okinawa Institute of Science and Technology Graduate University

Job ID
1463571

Industry
Education

Company Type
Small/Medium Company (300 employees or less)

Non-Japanese Ratio
Majority Non-Japanese

Job Type
Contract

Location
Okinawa Prefecture

Salary
Negotiable, based on experience

Refreshed
May 13th, 2024 06:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level (Amount Used: English Only)

Minimum Japanese Level
Native

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

Position summary:

The Admissions and Student Recruitment Coordinator plays a key role in the admissions and enroliment process, and
engaging with prospective students at OIST. This role involves close collaboration with academic staff including OIST
students, postdocs, and faculty, as well as with other sections and divisions across the university. The coordinator will
actively participate in student recruitment efforts, such as organizing information sessions and science workshops targeting
university students in and out of Japan. The role is also responsible to provide admissions guidance to prospective students,
and facilitate admission interviews with faculty members.

Responsibilities:


https://www.careercross.com/en/company/detail-92982

« Application management: Overseeing the admissions application process, from inquiry handling to ensuring
completeness, accuracy, and timely processing of applications.

« Admissions: Coordinating interview schedules and other components of the admissions process.

« Student engagement: Providing OIST program information, guidance, and support to prospective students through
various communication channels including email, meetings, and online media.

« Student recruitment events: Panning, organizing, and executing student recruitment events and activities such as
holding science workshop, campus tours, information sessions, and university fairs to attract potential students.

« Collaboration and communication: Working closely with OIST students, postdocs, and faculty members to align
recruitment efforts with divisional and institutional goals.

« Data management: Maintaining accurate records and databases related to applicants, enrollment statistics, and
student recruitment activities.

« Reporting: Generating reports and analytics to assess the effectiveness of admissions and student recruitment
strategies.

« Other: Provide support for other section administrative tasks as needed.
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Required Skills
(Required)
« Bachelor’s degree or equivalent

« Proficiency in English and Japanese

(Preferred)
Experience in organizing events or workshops
Experience in working with websites and social media

Strong oral, written, presentation, and interpersonal skills
Experience in studying or working in an international environment
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