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Governmental Relations Staff/I{fF#EaRFZEE I a3y PREZAMLAT1 TRV D

Job Information

Hiring Company
Okinawa Institute of Science and Technology Graduate University

Job ID
1600509

Industry
Education

Job Type
Contract

Location
Okinawa Prefecture, Kunigami-gun Onnason

Salary
Negotiable, based on experience

Work Hours
Fr%E 55 {81A%RY © 9:00 - 17:30 {AEERSRSY : 12:00- 13:00 7 L w4 A ( A7 4% 1 [»10:00-15:00 )

Holidays
T - B - FREH (128298 ~1838) . FXRBLHAKRE. BRI, SRRIER. 550K

Refreshed
July 8th, 2026 05:00

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Native

Minimum Education Level
Bachelor's Degree

Visa Status
No permission to work in Japan required

Job Description

To support the foundation of OIST's pillars of Research, Education, Innovation, and Outreach, the staff member of the
Governmental Relations Section of the Office of the Secretary General is responsible not only to his/her immediate
superiors, the Section Manager and Assistant Managers, but also in coordination (collaboration) with the Executives, and
other Division Managers, he/she will (i) ensure smooth liaison and coordination with government agencies, etc., (ii)
coordinate the interests of all parties within the University, and (iii) ensure accountability to the taxpayers. The staff member
assists in providing a general liaison between the Cabinet Office, other government organizations, and OIST.

Specifically, this role provides support for external relations functions by assisting in liaison and coordination with the Cabinet
Office, the Ministry of Education, Culture, Sports, Science and Technology (MEXT), and other governmental bodies, as well


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

as universities and research institutions, local governments, members of the National Diet, prefectural and municipal
assembly members, and political parties and related organizations. It aims to build, maintain, and promote constructive
relationships with these stakeholders, thereby fostering their continued development.

In addition, the role is expected to understand, analyze, and coordinate interests across various internal divisions, ensure
effective coordination and communication, and contribute to the development of a “One OIST” culture through cross-
organizational activities. It is also expected to demonstrate bottom-up initiative in fostering an environment of excellence
within the university.

Responsibilities

The administrative staff will be responsible for the following tasks under the supervision of the Section Manager and
Assistant Manager.

1. Support logistical operations related to holding major meetings attended by the executives and other senior staff
(assistance in preparing meeting materials and minutes, purchasing and other system procedures, liaison,
coordination with relevant staff within the university, and accompanying a business trip, etc.)

2. Supporting the preparation for and on-site coordination of official visits by government bodies, academic institutions,
and other relevant stakeholders

3. Supporting the centralized point-of-contact function for handling inquiries, surveys, and report preparation requests
from government and related organizations by requesting and collecting necessary information and data from relevant
internal divisions and offices, consolidating such inputs, and preparing and submitting responses

4. Contact, deployment, sharing, and follow-up as necessary of administrative communications, notifications, requests
for information dissemination, reminders, etc., from government agencies, etc., to relevant Divisions/Offices within the
university.

5. Supporting other principal functions of the section as necessary
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Required Skills
Required:

1. Ability to handle paperwork with accuracy and efficiency

2. Superior oral and written communication and interpersonal skills

3. Ability to independently structure and address issues in highly uncertain situations, proactively drive work forward, and
adapt flexibly as circumstances evolve

4. Basic computer skills, including experience with MS Office (Word/Excel/PowerPoint)

5. Basic English proficiency

Preferred:
1. Administrative work experience in Japanese organizations

2. Possess an interest in Okinawa promotion and the mission of OIST
3. Ability to communicate effectively in English at a business level
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