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The position :

The Graduate School is a division of the OIST Graduate University led by the Dean of the Graduate School. The Graduate
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School’s major role is to provide academic services, student support and administrative support.

The Academic Affairs Section of the Graduate School administers and supports the academic program of the Graduate
School, supporting students throughout their enroliment until graduation.

Experience and knowledge you can gain from this position :

The successful applicant will gain a broad range of experience and knowledge related to educational administration including
organizational skills, use of relevant software packages, records management, communications, and cross-sectional
cooperation.

Responsibilities :

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

. Assist in daily administration of the Academic Affairs section.

. Perform routine administration tasks in support of purchasing.

. Support Examinations Team Leader in duties for examinations support.

. Support Academic Program Team Leader in duties for academic program support.

. Telephone reception for the Academic Affairs Section.

. Official records management for Academic Affairs Section.

. Assist Administrative Assistant staff with student record management and special projects.
. Provide secretariat support for Graduate School committees and meetings as needed.

. Other administrative tasks as necessary.
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(Required)

1. Associate Degree
2. Proficiency in both English and Japanese

(Preferred)

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