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Procurement Staff/siE R 4 v 7

Job Information

Hiring Company
Okinawa Institute of Science and Technology Graduate University

Subsidiary
SRR R AFRAE

Job ID
1561054

Industry
Other (Education)

Company Type
Large Company (more than 300 employees)

Non-Japanese Ratio
Majority Non-Japanese

Job Type
Permanent Full-time

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
October 29th, 2025 00:00

General Requirements

Minimum Experience Level
Over 6 years

Career Level
Mid Career

Minimum English Level
Business Level (Amount Used: English usage about 50%)

Minimum Japanese Level
Business Level

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

The Procurement Staff. reportina to the Senior Manaaer of Procurement and Suoblies Section. will be resobonsible for the


https://www.careercross.com/en/company/detail-92982

procurement of goods, construction and facility-related contracts and services and related duties.

The Procurement and Supplies Section of the Financial Management Division is responsible for the procurement of goods
and services such as research equipment, materials, and office supplies. As a university that receives most of its operating
funds from public sources, we are accountable to the taxpayers, so we work hard every day to ensure that our procurement
processes are efficient and timely, in addition to complying with laws, regulations, and rules, as befits a world-class
university.

Responsibilities:

1. Confirmation of purchase requests, placing orders with vendors, contract decisions (including handling of English
contract documents)

. A series of administrative procedures related to competitive bidding, non-competitive contracting and includes
handling of contracts in English

. Responding to accounting inspections and various audits, and preparing reports related to procurement

. Maintenance and revision of procurement-related rules and regulations

Management and operation of electronic bidding system

. Operation and input of accounting system

. Management and operation of the university's insurance program

. Other related work
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In the future, the successful candidate will be transferred to a budget or accounting related position within the Financial
Management Division.
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Required Skills
(Required)

1. Atleast 5 years of experience in procurement or accounting

2. Experience in handling ERP (integrated business system)

3. Excellent interpersonal and communication skills in Japanese and English, and the ability to handle tasks accurately
and quickly

4. Intermediate computer skills (Microsoft Office, etc.)

5. Business level English skills (TOEIC 700 approx.)

(Preferred)

1. Experience in bidding
2. Experience in public procurement
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