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Assistant Manager / 7~ A% > b ¥ % 2 + —(Educational Support Service)

Job Information

Hiring Company
Okinawa Institute of Science and Technology Graduate University

Subsidiary
SRR R AFRAE

Job ID
1537776

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 10th, 2025 15:00

General Requirements

Minimum Experience Level
Over 6 years

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 Okinawa Institute of Science and Technoloav Graduate Universitv (OIST) has a hiahlv diverse academic communitv.
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with approximately 70% of its faculty and research staff coming from over 50 countries. As the Assistant Manager of the
University Community Services (UCS) Educational Support Team, this role is responsible for developing and implementing a
comprehensive educational support strategy and system across all school types and educational levels, including IB-
accredited institutions. The primary objective is to enhance quality educational opportunities for the children of OIST faculty
and staff, ranging from early childhood to high school levels.

Key responsibilities include close collaboration with local schools and educational stakeholders, providing appropriate
guidance and counseling for students and parents, organizing and leading educational workshops, conducting career and
academic counseling, and researching future educational options to meet the needs of the OIST community. The Assistant
Manager will also oversee the management of Educational Support Services.

Responsibilities:

1. Research and Provision of Educational Options for OIST Children

- Conduct in-depth research on international schools in Okinawa and schools offering internationally recognized educational
programs.

- Collect up-to-date information on the educational system and entrance examinations for public elementary, junior high, and
high schools in Okinawa.

+ Provide individual consultations, briefings, and guidance sessions to assist OIST employees, including prospective and
incoming faculty and staff, in making informed decisions about their children’s education.

2. Effective Delivery of Educational Options for OIST Children
- Share information with parents through consultations, briefings, and workshops.
- Provide information via the university’s website.
- Organize orientation sessions by inviting schools to OIST.
- Arrange school visits and bus tours for parents to observe schools in person.

3. Assessment of Internal Needs and Development of Support Strategies

- Conduct surveys and individual interviews to understand the educational needs of OIST employees and their children.

- Collaborate with relevant OIST divisions and local educational institutions to develop necessary educational options and
support measures.

4. Collaboration with Local Schools and Government Agencies

- Strengthen partnerships with local education boards, government agencies, and international schools.
- Plan and facilitate regular information exchange meetings with local educational stakeholders.

+ Maintain and enhance relationships with local schools and government authorities.

5. Management of Educational Support Services and Internal Coordination

- Supervise the Educational Support Services team, which consists of an Educational Coordinator, language support staff at
local elementary schools, and instructors providing English classes for OIST children.

- Ensure efficient operations by actively sharing information with relevant departments within OIST and sections within UCS.

6. Exploration of International School Models for Okinawa and Outreach to Potential Partners

- Conduct research and evaluation on sustainable business models for establishing high-quality international high schools in
Okinawa (e.g., IB-accredited schools). Based on the developed models, proactively approach interested third parties such as
educational institutions, companies, and education professionals both in Japan and overseas.

- This initiative includes activities such as interviewing organizations and individuals with proven experience in school
management, gathering information through educational networks, and researching the current situation, educational needs,
and regional characteristics of Okinawa.

7. Other Responsibilities as Directed by the UCS Director Related to Educational Support for the OIST Community
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Required Skills
(Required)

1. Proven track record of at least five years in developing and executing educational strategies.

. In-depth knowledge of both Japanese and international education systems and curricula, particularly internationally
recognized programs such as the International Baccalaureate (IB) and Cambridge Accreditation.

. Strong communication and relationship-building skills.

. High level of leadership and project management skills.

. Bilingual proficiency in Japanese and English.

. Possession of a valid driver’s license.
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(Preferred)

1. A degree in education, social sciences, or a related field.

2. Experience in managing diverse teams within an educational setting.
3. Familiarity with international curricula and educational environments.
4. Possess experience in projects to establish a school.
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Company Description
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