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Job Information

Hiring Company
Okinawa Institute of Science and Technology Graduate University

Job ID
1470275

Industry
Education

Company Type
Large Company (more than 300 employees)

Non-Japanese Ratio
Majority Non-Japanese

Job Type
Contract

Location
Okinawa Prefecture, Kunigami-gun Onnason

Salary
2.5 million yen ~ 3 million yen

Work Hours
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Holidays
FRERAR, EFRE. BRAB. FRFRKEB. BBRB. ERERER. R0 714 7HRBRE

Refreshed
May 9th, 2024 09:00

General Requirements

Minimum Experience Level
Over 1 year

Career Level
Mid Career

Minimum English Level
Business Level (Amount Used: English usage about 50%)

Minimum Japanese Level
Business Level

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description
The position :

The Graduate School is a division of the OIST Graduate University led by the Dean of the Graduate School. The Graduate
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School’s major role is to provide academic services, student support and administrative support.

The Academic Affairs Section of the Graduate School administers and supports the academic program of the Graduate
School, supporting students throughout their enroliment until graduation.

Experience and knowledge you can gain from this position :

The successful applicant will gain a broad range of experience and knowledge related to educational administration including
organizational skills, use of relevant software packages, records management, communications, and cross-sectional
cooperation.

Responsibilities :

The position will assist in clerical, administrative and other duties of the Section per in line with the responsibilities listed
below.

. Assist in daily administration of the Academic Affairs section.

. Perform routine administration tasks in support of purchasing.

. Support Examinations Team Leader in duties for examinations support.

. Support Academic Program Team Leader in duties for academic program support.

. Telephone reception for the Academic Affairs Section.

. Official records management for Academic Affairs Section.

. Assist Administrative Assistant staff with student record management and special projects.
. Provide secretariat support for Graduate School committees and meetings as needed.

. Other administrative tasks as necessary.
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Required Skills
(Required)

1. Associate Degree
2. Proficiency in both English and Japanese

(Preferred)

1. Bachelor’s degree
2. Experience in an academic administrative environment.
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