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Registrar Team Staff/ LY XA NS X% v 7

Job Information

Hiring Company
Okinawa Institute of Science and Technology Graduate University

Job ID
1581481

Industry
Education

Job Type
Contract

Location
Okinawa Prefecture, Kunigami-gun Onnason

Salary
Negotiable, based on experience

Work Hours
7Ly o2 (A7 %4 £10:00-15:00) EE7.585ExBEFHE B

Holidays
FERBRAE. ESARE. GRAR. FRERAKE. BRERKB. EREARTEHERE

Refreshed
March 10th, 2026 10:20

General Requirements

Minimum Experience Level
Over 1 year

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Business Level

Minimum Education Level
Associate Degree/Diploma

Visa Status
No permission to work in Japan required

Job Description

The position will assist in clerical, administrative, and other duties of the Section in line with the responsibilities listed below.

. Assist in daily administration of the Student Affairs section

. Record management and special projects which relate to student records as required
. Certificate issuance for students and graduates

Perform routine administration tasks in support of purchasing

Develop or update student record systems as necessary

. Support Registrar Team Leader in their duties

. Official record management for Student Affairs Section
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8. Other administrative tasks as necessary
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Required Skills

Qualifications:
(Required)

1. Associate degree
2. Proficiency in both English and Japanese
3. Work experience using Microsoft Office

(Preferred)

1. Bachelor’s degree
2. Experience in an academic administrative environment
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Company Description
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