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Job Information

Hiring Company
Okinawa Institute of Science and Technology Graduate University

Subsidiary
SRR R AFRAE

Job ID
1558321

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
April 22nd, 2026 10:00

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
Business Level

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

OIST established the Global Bioconveraence Center of Innovation. a virtual research center based on the converaence of
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https://www.careercross.com/en/company/detail-92982

disciplines such as biomedicine, neuroscience, Al, environmental science, and engineering funded through the JST COI-
NEXT grant. The Center was co-founded by OIST faculty and OIST Innovation, and is led by Project Leader Hiroaki Kitano
(Professor (Adjunkt), OIST) and the Center Administration Officer, Gil Granot-Mayer (Executive Vice President, OIST).
Research and development activities at the Center will strive towards the concept of a One World, One Health society,
founded on the indivisible relationship between humanity and the natural world. The Global Bioconvergence Center will
support multiple projects to achieve three goals: Healthy Mind, Healthy Body, and Healthy Environment. In addition, joint labs
with companies and a startup accelerator will ensure that technological solutions developed from the Center’s research can
be harnessed to benefit society by treating disease, extending a healthy life, and healing the planet.

Responsibilities:

1. Monitor the progress of R&D projects in the Center to ensure managing the Center’s efficient operation.
2. Conduct necessary communications with the researchers in the Center and assist the Chief Operating Officer in
preparing required documents and materials to submit to the funding agency and other stakeholders.
3. Manage the budget of entire COI-NEXT projects and resolve issues by consulting with COIl and other
divisions/organizations.
4. Organize the duties of planning, preparing, and organizing internal and external-facing meetings, including those
involving visitors from government, academia, and industry.
. Support the outreach and PR duties related to COI-NEXT.
. Organize and store a variety of records, files, data, and reports, including confidential information.
. The successful candidate is expected to work in a cross-functional manner in collaboration with the Office of the Dean
of Research and OIST Innovation.

N o o

BRI MR R AZ (OIST) F. RERMRESE HADOBEKTOJ S L (CO-NEXT) DEIKEZIT. £ME
. HRERZ AL BRERZ, IZRC0FERESICEDICRERAREYY— [/O—"NbNRX( AV NR=IV VR - ()
R=yavtrd—] #RILE L, dEVY—ILOISTHE LOISTS / R—Y 3 VHAHRETHRIL, AV I M) —
S—DIFRE (OISTFY v I MEHER) V9 —BEBEEETHEXIL - I35 /v b=x1+¥— (OISTERER*Z
B) &> THEEShTWET,

REYd—ICB T 2MAEREHE. AHEBARAROARTRREARICEDI 9V - T—ILR, 9V - ANJIVR]| HRDEH
EEHIELTWEYT., AtEry—id. TRELEM] TRE4GH] TRELKRE] SVLWI3DOBEERICAIF. BB T
OV bEZEBLTVWEYT, 5L, BEEODHRAFEEPRYI—bNT v TT7 25 L —9—FDAEVI—DHELS
HEE L RMNARED . KR AKR. BREFMOEM,. KOS A —IUNS0EEICORIY, HRIBTINEIE%H
#BLTVWET,

1. BV —AORRARTOY 0 bOEBKROBERR TtV ¥ — DR DEE DR

2. BV —HOMRE EVERERFAERVESHITEEE (COO) DERRMEEYZDOMOBEMREADRELE
- EROEREE

. CO-NEXTZAY = ¥ h2ADOFHEEERUCOICERR - Ml & DfRE %8 U SREmR

BT - FWR - EXRDLOORGEEST. KA - ARATRFBOLE - B - EEXBORE

. COI-NEXTICEIE Y 553k - PREBXZHE

. BBEREEUCEELR - 77 ) - T - REEFORE - RE

HEEYZEES T 1 ARVOISTA / R— 3 v &I & 5B PIEME A 75517

NoO O A®

Required Skills
(Required)

. Minimum 3 years of administrative experience.

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

. Experienced in filing and documentation management.

. Excellent communication skills in English (equivalent to TOEIC score of 900+).
. Excellent time management, multi-tasking, teamwork, and organizational skills.
. Ability to write a clear and concise document.
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(Preferred)

1. 5+ years of administrative experience working in an international environment.
2. Communication skills in Japanese.

3. Work experience in an academic environment.

4. Working knowledge of government administrative procedures.
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Company Description
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