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Project Administrator (J-PEAKS) /70> N7 KX =X L —%— (J-PEAKS)

Job Information

Hiring Company
Okinawa Institute of Science and Technology Graduate University

Subsidiary
SRR R AFRAE

Job ID
1472936

Industry
Other (Education)

Company Type
Large Company (more than 300 employees)

Non-Japanese Ratio
Majority Non-Japanese

Job Type
Contract

Location
Okinawa Prefecture

Salary
3.5 million yen ~ 5.5 million yen

Work Hours
Ly o2& (A7 44 A10:00-15:00) E{E7.58m« AR EB LK

Holidays
ERGHRAE, EFRE. SRR, ERERAE. BBRAB. ERBERZR. R0 71 7THREBRE

Refreshed
May 13th, 2024 08:00

General Requirements

Minimum Experience Level
Over 6 years

Career Level
Mid Career

Minimum English Level
Fluent (Amount Used: English Only)

Minimum Japanese Level
Fluent

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

Division Function/Position Summarv:


https://www.careercross.com/en/company/detail-92982
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In December 2023, OIST was selected by the Ministry of Education, Culture, Sports, Science and Technology (MEXT) for
the "Program for Forming Japan’s Peak Research Universities (J-PEAKS). This project aims to "promote the formation of a
cluster of research universities that will drive the development of research capabilities in Japan as a whole by supporting the
development of an environment in which core regional universities and universities with strengths in specific fields of
research can strengthen their research capabilities by accelerating international development and social implementation of
their research activities in collaboration with other universities, based on a management strategy centered on their strengths
and distinctive research capabilities.

In this project, OIST will comprehensively promote strategic industry-university collaboration with a wide variety of industry-
academia-government-finance partners in the Okinawa region and beyond, aiming to strengthen research excellence,
internationality, and interdisciplinarity and to create innovations that contribute to solving global and regional issues. In
addition, by acting as a bridge between Japan and the rest of the world, TUAT will promote various projects to contribute to
the internationalization and advancement of domestic researchers and human resources at universities and to play a role as
a group of research universities that will drive the strengthening of Japan's research capabilities.

Each project at the University is carried out on a university-wide basis under the direction of the President, and the Provost,
who represents the University in academic matters, provides cross-departmental oversight between projects. The Provost's
Office plays a central role in supporting these projects.

Job Description:

The Project Administrator is responsible for coordinating meetings with internal and external parties, assisting in the
preparation and editing of meeting materials and other documents, assisting in the allocation and management of resources
and budgets, and preparing documents and books necessary for communication and reporting to funding agencies to ensure
that each project proceeds smoothly. We are looking for motivated bilingual individuals who are interested in working as part
of the Provost's Office in an international work environment and collaborating with other departments to ensure the success
of university-wide projects.

Responsibilities:

The position will provide support for internal university meetings and meetings with external parties, including participants
from government, academia, and industry, as well as for project promotion. Specific duties include;

Coordinates meeting schedules, prepares agendas and materials and prepares and maintains meeting minutes

Support for preparation and editing of meeting materials, etc.

Arrangements for business travel and invitations, assistance in organizing conferences

Organization and storage of documents, data, etc., including confidential information

Support for resource and budget allocation, monitoring and reporting on budget execution

Support for project execution, including task management for each project

. Gathering information and preparing documents and books necessary for communication and reporting to the
funding agencies

Collaborate with the OIST interpreter/translator and support the translation of conference materials, etc.

Other duties as directed by the manager in charge
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*Consultation on adjusting the specific weight of the job description based on experience is possible.

Submission documents:

« Cover letter in English required. Japanese version required only for Applicants whose native language is Japanese.
« Curriculum vitae in English required. Japanese version required only for Applicants whose native language is
Japanese.

* Please be sure to indicate where you first saw the job advertisement.
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Required Skills
(Required)

Minimum 5 years of clerical experience

Adequate skills in Microsoft 365 applications (Word, PowerPoint, Excel, etc.)

Filing and document control experience

Excellent communication skills in English and Japanese (TOEIC score of 700 or above)
Ability to manage time and priorities in a multi-tasking environment.

Team player and able to work with many department members.

Ability to write clear and concise documents in Japanese and English
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*People with no research experience are also welcome to apply.
(Preferred)

1. Experience studying abroad or working in an international environment
2. Experience working in an academic environment such as a university
3.  Practical experience in working with government agencies
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