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Job Information

Hiring Company
Okinawa Institute of Science and Technology Graduate University

Subsidiary
SRR R AFRAE

Job ID
1522435

Industry
Other (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
Negotiable, based on experience

Work Hours
FRESEEERS : 9:00-17:30 7L v 7 R4l (37494 £L10:00-15:00) EE7. 585 < B RS @A

Holidays
EREHRARE. ESAE. GHRAE. ERFREKE. BBEARER. EXERZEHERE

Refreshed
July 18th, 2025 04:00

General Requirements

Minimum Experience Level
Over 1 year

Career Level
Mid Career

Minimum English Level
Fluent (Amount Used: English usage about 75%)

Minimum Japanese Level
Fluent

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

The Educational Coordinator in the Universitv Communitv Services (UCS) Division at the Okinawa Institute of Science and
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Tech7r10Iogy vGr;dleétve vUnvi‘\}vve'rs'ityv(r(v)IST) plays a key role in improving the educational environment for OIST children as a
member of Educational Support Services. Supporting the Director, this position actively engages with stakeholders by visiting
sites and coordinating with relevant institutions.

The Educational Coordinator collaborates with local schools, educational institutions, boards of education, prefectural and
municipal governments, parents, and related divisions within OIST. The responsibilities include gathering information on
education, facilitating coordination and negotiations, and managing educational events and projects. The goal of this role is to
enhance the overall educational environment within the OIST community.

Responsibilities:

1. Information Gathering and Appointment Coordination

Under the direction of the Educational Support Services Director, the Educational Coordinator collects and organizes
information on local schools, educational programs, and international curricula to ensure the best possible educational
environment for OIST children. This includes not only online research but also in-person visits to schools to obtain more
accurate and detailed information directly from relevant personnel. As needed, the Educational Coordinator will also
collaborate with boards of education, prefectural and municipal officials, and explore potential new educational options.
Additionally, this role involves scheduling meetings and events with school representatives, government agencies, parents,
and relevant OIST divisions to facilitate smooth coordination among stakeholders.

2. Preparation and Management of Documents

The Educational Coordinator supports the preparation of educational materials and reports, organizing and analyzing the
collected information to enable swift decision-making by relevant stakeholders. Additionally, this role is responsible for
updating the internal website to ensure parents can easily access the latest education-related information.

3. Support for Educational Events and Workshops

The Educational Coordinator is responsible for planning and managing seminars for parents and workshops for students,
providing valuable educational information to the OIST community. Leveraging networks with local schools and educational
institutions, this role ensures that parents have access to practical insights gained through direct interactions with these
institutions, helping them make informed decisions about their children’s education.

4. Handling Inquiries

The Educational Coordinator responds to education-related inquiries and consultations from OIST community parents and
incoming families, providing appropriate information and coordinating with schools and educational institutions as needed.
Close communication with members of the Resource Center, which offers living support, is also essential to ensure that
families requiring educational assistance receive the necessary support.

5. Conducting Surveys, Interviews, and Data Analysis

The Educational Coordinator conducts interviews and surveys with parents to understand the educational needs of OIST staff
and their children. The collected data is analyzed and presented to the Educational Support Services Director, allowing for
strategic, data-driven proposals to enhance the effectiveness of education support initiatives.

6. Other Support Duties

Under the Director’s guidance, the Educational Coordinator undertakes various education-related coordination tasks to
enhance the educational environment at OIST. Additionally, this role provides backup support for Educational Support
Services team members in their absence, ensuring smooth operations across the section.
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Required Skills

(Required)

1. Strong coordination skills, attention to detail, and excellent communication abilities.

2. Proactive attitude with a commitment to contributing to team success.

3. Interest in education and international environments with a willingness to continue learning.
4. Flexibility in responding to requests from parents and local government authorities.

5. Atleast two years of post-graduate experience in education.

6. Bilingual proficiency in both Japanese and English.

7. Possession of a valid driver's license.

(Preferred)

1. Experience Working in Educational Settings.

2. In-depth knowledge of the current situation of private and public high schools, as well as international schools in
Okinawa.
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