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Job Description

[ Summary]
The School Office Staff aids general school operation by providing a wide range of administrative support to students,
parents, as well as other staff if necessary. The duty also includes receiving visitors to the school and attending outside
events for the promotion purposes.

[ Responsibilities ]

-School Office Administration-

Receives the visitors and guests to the school.

Answers inquiries from parents and prospects who are interested in MIST.

Relays communications from parents about students’ absence and tardiness to their teachers.

Maintains student-parent contact information up to date.

Provides first-aid in case of injuries and emergencies, and contact parents as deemed necessary.

Provides assistance to teaching staff and other office staff as needed.

Attends internal and external events for assistance and to help promote the school to prospective families. Some
events may occur on weekends or holidays.

Other administrative duties.
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[ Qualifications ]

The ideal candidate should have:

An undergraduate degree and experience in general office administration.
Native-level Japanese and good verbal and written proficiency in English.

A good understanding of computer systems and software applications.

Effective interpersonal and communication skills.

Strong organizational skills with multitasking ability and outstanding attention to detail.
A high level of commitment and professionalism.
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