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Assistant Manager/ 7> 24 > k- ¥ 2 Y ¥ — (BOG&BOC, BE% - fTEZER2EHER)

Job Information

Hiring Company
Okinawa Institute of Science and Technology Graduate University

Subsidiary
SRR R AFRAE

Job ID
1552207

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 17th, 2025 10:12

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
Native

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

The Secretariat to the Board of Governors and Councilors plavs a central role in suoportina the aovernance and ooerations of


https://www.careercross.com/en/company/detail-92982
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the Board of Governors (BOG) and the Board of Councilors (BOC) at OIST. Acting as the central coordinating body, the
Executive Assistant coordinates related institutional processes and liaises with key internal and external stakeholders-
including OIST executives, faculty members, the governmental stakeholders- to ensure the boards are informed, prepared
and aligned. This role involved complex logistic management, strategic document preparation and handling of confidential,
time- sensitive information. The role is ideal for an organized, self-driven professional who thrives in a bilingual, dynamic
working environment and is committed to supporting the mission of OIST through high-quality performance.

Responsibilities:
1. Overall support of the Boards (BOG&BOC) operation & Governance

« Acting as the primary contact for the Boards, representative bodies within OIST, and external entities, managing all
communications and inquiries.

« Lead the planning and coordination of meetings, including scheduling, agenda development, materials preparation,
and post-meeting follow-ups.

« Liaise with senior leadership to align governance discussions with institutional priorities.

« Draft, review, and finalize official meeting notifications, briefings, and governance documentation.

« Maintain governance records in accordance with OIST’s policies, ensuring secure storage of all documents.

2. Strategic Communication and Coordination

« Prepare notes, correspondence, and official documents in both English and Japanese for internal and external
distribution.

« Coordinate closely with Chairs and Vice-Chairs of the boards on agenda-setting, decision tracking, and
communication of outcomes.

« Ensure timely communication between the boards and other key stakeholders to promote alignment across
governance levels.

3. Compliance and Process Improvement

Handle budget planning.

Oversee procurement coordination and compliance procedures related to board events.
Proactively identify and implement process improvements to streamline governance operations.
Provide support during audits and reviews related to governance practices.
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Required Skills
(Required)

1. University education to at least bachelor’s level
2. Minimum 5 years of relevant professional experience in governance, executive support, or organizational
administration.
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. Excellent bilingual communication skills (Japanese and English): TOEIC 900+ or equivalent level of proficiency.
. Proven experience in managing high-level stakeholder relationships and sensitive information.
5. Strong organizational and time-management skills; ability to work under pressure and manage multiple priorities

independently.
6. Advanced proficiency in Microsoft 365 suite and digital collaboration tools.
7. Strong initiative and proactive approach with the ability to work independently and flexibly, but also as part of a team in

a fast-paced, international environment.

AW

(Preferred)

1. Familiarity with Japanese administrative structures and protocol.
2. Experience working in international or multicultural environments.
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Company Description
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