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The OIST araduate education and research proaram is cross-disciolinarv and aims to be at the leadina edae of research in


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

science and technology, including the Life Sciences, the Physical Sciences, and Mathematics. OIST units, currently 80 units
and growing, conducts interdisciplinary research in eight fields: Physics, Chemistry, Neuroscience, Marine Science,
Environmental and Ecological Sciences, Mathematical and Computational Sciences, Engineering and Applied Science, and
Molecular, Cellular, and Developmental Biology. The Research Unit Administrators (RUAs) are involved in such world-class
research by performing a full range of administrative duties so they can achieve their objectives.
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Provide day-to-day administrative support for faculty and researchers, and including but not limited to:

1. Calendar management, travel arrangements, budget management, procurement of research goods and services,
expense settlement, etc.

. Event management, including administrative duties and other pre, on-site, and post-event liaison with internal and
external parties

. Operational support for Visiting Scholar Programs

. Administrative work related to external funding

. Daily bilingual (Japanese-English) administrative support

. Hiring arrangements, including corresponding with applicants, publishing job advertisement, etc.

. Management of annual report, scientific productivity data, and website of research unit

. Other administrative duties including operational support for Faculty Affairs Office

MEI=v MCBET2HEPHRE. ZEICHTIEBFYR—F2R%2T5. TLEFRIUTEZEHI TN, INLICRE
EhFEtEA

N

ONOO O~ W

ATV a—)VEE, HR - BEFR. TETE., MAKSKPEROREE. BEEEAL
D=3y T EBIFZFEDARYINOEE, BB, OPRT1 v IFR

. BRADCHREERIBBETZ2E8 07 S LICKD2EHE
BRNESIRYIEWICEDLZEHS

HENA ) VY HILTORENRYR— N (BIR - @R)
CRABEHPEEOT7 L VUV AREAESUCRABESEH

. ERBREEOERTEE. BRXT— Y&, WEBY A NOER

. FDfh, BEBYRES T A ADEBKYR— b EEOA T 1 REH

ONOO A WN =

¥ - B
(Required)

1. Proven ability and communication skills to respond flexibly to the demands of diverse requesters from around the
world

. Effective organizational and prioritization skills, with demonstrated high level of accuracy and attention to details

. Ability to speak and write in English and Japanese at a business level

. High degree of personal initiative, be a self-starter

. Computer skills in software (MS Office: Excel, Word, PowerPoint, and Outlook)

. Bachelor’s degree or equivalent practical experience
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. At least three years of secretarial experience
2. Working experience in an international research institution/university
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The Okinawa Institute of Science and Technology Graduate University (OIST ;see www.oist.jp)is a dynamic new
graduate university of science and technology in Okinawa Prefecture, Japan. The university is located on 85 hectares of
protected forestland overlooking beautiful shoreline and coral reefs. The campus is striking architecturally, and the facilities
are outstanding (OIST campus video tour). There are no academic departments, which facilitates multidisciplinary research.
Outstanding resources and equipment are provided and managed to encourage easy access and collaboration. English is
the official language of the University, and the university research community is fully international, with more than 50
countries represented. OIST is rapidly gaining recognition in the worldwide academic community as a model for excellence in
education and research.
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