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Job Information

Hiring Company
Okinawa Institute of Science and Technology Graduate University

Subsidiary
R R AFEBREARE (OIST)

Job ID
1560999

Industry
Education

Company Type
Small/Medium Company (300 employees or less)

Non-Japanese Ratio
Majority Non-Japanese

Job Type
Contract

Location
Okinawa Prefecture, Kunigami-gun Onnason

Salary
Negotiable, based on experience

Work Hours
Ly o2& (A7 44 A10:00-15:00) E{E7.58m« AR EB LK

Holidays
ERGHRAE, EFRE. SRR, ERERAE. BBRAB. ERBERZR. R0 71 7THREBRE

Refreshed
November 4th, 2025 12:00

General Requirements

Minimum Experience Level
Over 6 years

Career Level
Mid Career

Minimum English Level
Business Level (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

Position Summarv:
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https://www.careercross.com/en/company/detail-92982
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OIST has been selected for the “EXPERT-J” initiative by the Japan Science and Technology Agency (JST), a program
designed to strengthen Japan’s research capabilities by attracting outstanding early-career researchers from around the

world—including Japanese nationals—and supporting their integration into top-tier Japanese universities with internationally
competitive conditions.

We are seeking a highly organized and motivated EXPERT-J project coordinator to join the cross-divisional team at the
Faculty Affairs Office. The successful candidate will be responsible for the coordination and administration of EXPERT-J
project implementation, ensuring compliance with funding requirements and facilitating effective management of grant
processes and its internal implementation.

This position is to be funded through the EXPERT-J grant.
Responsibilities:

1. Monitor the progress of the EXPERT-J project and support its efficient operation.

2. Liaise with administrative divisions and research units in preparing documents and materials for submission to the
funding agency and other stakeholders.

3. Manage the overall budget of the EXPERT-J project and address issues in consultation with relevant
divisions/organizations.

4. Plan, prepare, and organize internal and external meetings.

. Maintain and organize records, files, data, and reports, including confidential information.

. Work collaboratively across functions, in close coordination with Faculty Affairs Office, Provost Office, and other

divisions within OIST.
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Required Skills
(Required)

. Minimum 5 years of administrative experience.

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

. Experienced in filing and documentation management.

. Excellent communication skills in Japanese (Native speaker or equivalent to JLPT N1) .
. Business level English (TOEIC 800+).

. Excellent time management, multi-tasking, teamwork, and organizational skills.
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(Preferred)

1. Administrative experience working in an international environment.
2. Work experience in an academic environment.
3. Working knowledge of government administrative procedures.
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Company Description
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