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Office Coordinator (FAO)
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The Facultv Affairs Office (FAQ). led bv the Dean of Facultv Affairs. oversees essential functions supportina the success of
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OIST faculty and researchers. Central to these activities are the recruitment and hiring of world-class new faculty, and the
ongoing evaluation of all faculty and their research groups through an equitable and transparent process. Other
responsibilities of the FAO include space allocation, the university library, professional development, the adjudication of
research misconduct processes, and personnel management.

Position summary:
The Office Coordinator (FAO) plays a liaison role between the Faculty Affairs Office and other divisions and provides

administrative support for matters relating to faculty members, research units, and their researchers. The tasks include but
are not limited to the following:

Responsibilities:
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. Act as a first point of contact with internal and external stakeholders by responding and filtering incoming inquiries and

requests by emails and calls.

. Prepare reports and presentations for the Japanese Government and internal senior-level meetings. Duties include

consolidating data, drafting documents, translating documents (English and Japanese), taking minutes, and
interpreting if required.

. Coordinate day-to-day activities of the office, including planning/reporting operating and personnel budgets.

. Coordination of DFA/FAQ activities and communication with other Executive offices.

. Pursue projects related to faculty affairs as requested by the DFA, including faculty award committee.

. Execute duties related to faculty affairs as requested by the DFA, including FAO budget, prepare government reports.
. Manage Dean’s daily schedule and set up appointments. Duties also include agenda setting, coordinating requests,

and preparing necessary documents. As necessary, attend meetings to help the DFA prepare for action items.

. Assist the DFA to organize events including travel and lodging arrangements of guest speakers.
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(Required)
1. Administrative experience (at least 5 years)
2. Skillfully handle confidential information
3. Ability to judge priorities and handle multiple tasks in a fast-paced working environment
4. Excellent interpersonal skills and ability to coordinate tasks within the office and communicate with other divisions
5. High level business writing skills in Japanese and in English. Advanced skills in writing meeting minutes in English
(TOEIC 900 or higher).
6. Ability to maintain a high level of accuracy and attention to detail.
7. Computer skills and proficiency in software (MS Office: PowerPoint, Excel, Word, and Outlook)
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