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Learning & Development (L&D) Specialist / BENFHFERA R + 1) X b

Job Information

Hiring Company
Okinawa Institute of Science and Technology Graduate University

Subsidiary
SRR R AFRAE

Job ID
1544182

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
August 6th, 2025 12:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

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

Minimum Japanese Level
Native

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

The Learnina & Develooment (L&D) Specialist at OIST will focus on desianina. impolementina. and assessina broarams that
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enhance employee skills, promote continuous learning, and support the organization’s strategic goals. This role involves
collaboration with HR and departmental leaders to identify training needs, as well as working with Center for Professional
Development and Inclusive Excellence (C-Hub) in the Faculty Affairs Office on joint initiatives that foster a cohesive
development culture across employees. Additionally, the L&D Specialist will establish partnerships with domestic and
international institutions to develop exchange programs, facilitating cross-institutional learning and professional growth
opportunities for OIST members.

Advancement Division:

The Advancement Division at OIST is responsible for building philanthropic partnerships that advance the university’s
mission of scientific excellence and innovation. The team engages individuals, corporations, and foundations in Japan and
around the world, securing critical support for research, education, community outreach, and institutional priorities. By
fostering strong relationships with donors and aligning philanthropic interests with OIST’s strategic goals, the division plays a
key role in expanding the university’s global impact and financial sustainability.

Responsibilities:

1. Training Program Design and Implementation:
i. Develop, coordinate, and facilitate training programs and workshops on topics such as leadership, communication,
project management, and other relevant skills.
ii. Tailor content to various departments and roles, ensuring alignment with organizational goals and values.

2. Needs Assessment and Consultation:

i. Collaborate with department heads and HR to assess learning needs across the organization.
ii. Conduct surveys, interviews, and feedback sessions to continuously improve and adapt training offerings.

3. Learning Management and Tracking:
i. Manage and optimize the Learning Management System (LMS) to streamline training schedules, materials, and
participant tracking.
ii. Maintain and update training records to ensure accurate reporting and compliance.

4. Development of Educational Materials:

i. Create and curate learning resources, including digital content, manuals, and interactive activities.
ii. Ensure materials are accessible and engaging, meeting the needs of diverse learning styles and preferences.

5. Collaboration with C-Hub:

i. Work with C-Hub to develop joint training initiatives and share resources, promoting a cohesive development culture
across faculty and administrative staff.

6. Exchange Program Development with Partner Institutions:
i. Establish and manage partnerships with domestic and international institutions and universities to develop staff
exchange programs.
ii. Facilitate the design of exchange initiatives, focusing on cross-institutional learning opportunities and skills
development that benefit both OIST staff and partner institutions.

7. Evaluation and Reporting:
i. Analyze the effectiveness of training programs using metrics and feedback to gauge participation, satisfaction, and
impact on performance.
ii. Prepare reports and presentations for senior management to communicate progress and propose future initiatives.

8. Budget Management:

i. Develop a budget plan for the Learning & Development section and ensure sound budget execution along with
obtaining the approval of the Vice President for Human Resources.
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Required Skills

1. Bachelor’s degree in Human Resources, Business, Education, or a related field is required. A Master’s degree in a
related field is preferred.

2. At least 3-5 years of experience in Learning & Development or a related HR field, ideally within a complex
organizational structure (e.g., academic institutions, research organizations, or large corporations).

3. Strong organizational skills and attention to detail, with the ability to handle multiple projects simultaneously. Excellent
interpersonal and communication skills, capable of engaging diverse audiences effectively.

4. Knowledge in learning technologies, including LMS, e-learning software, and digital tools such as Microsoft 365.

. Experience facilitating workshops and training sessions.

. Native-level Japanese proficiency and Business-level English proficiency for effective communication with

international staff.
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