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The Lanauaae Support Staff in the Universitv Communitv Services (UCS) Division at the Okinawa Institute of Science and


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

Technology Graduate University (OIST) is a member of the Educational Support Services team, providing language support
primarily to children of foreign OIST employees at local elementary and junior high schools.

While nearby elementary schools, where many OIST employees' children (especially those from international backgrounds)
are enrolled, already offer various forms of language support, the increasing number of foreign students has made it
challenging for schools to provide sufficient assistance on their own. This position supplements that support by offering
language assistance within elementary and junior high schools.

Additionally, the Language Support Staff will assist with English classes for OIST children held at the OIST after-school
program, support holiday programs, and help plan and manage intensive English courses.

Responsibilities:

As a language support person at elementary and junior high schools

1. Language support at elementary and junior high schools in Onna Village

Under the direction of the Team Leader, conduct needs assessments at nearby elementary and junior high schools and
provide appropriate support as needed. This includes supporting foreign children in class and in the Japanese classes
provided by the school.

2. Providing information to parents and supporting communication with the school

We will communicate with parents/guardians to ensure that foreign parents/guardians have access to appropriate information
at the same time as other Japanese parents/guardians. We also provide interpretation services for foreign parents during
discussions with the school and parent-teacher conferences. We also provide interpreting support during school orientation,
entrance ceremony, and graduation ceremony.

3. English translation of school handouts and letters

We translate school handouts and letters to parents into English at the request of the school. Specifically, we translate
documents such as announcements, notices, and event information into accurate and easy-to-understand English so that
parents can understand the content correctly. We also check the translated documents with the school as necessary to
ensure that appropriate expressions and intentions are reflected in the translation.

4. Shuttle bus operation and management

The shuttle bus service between OIST school children and the nearby Onna Elementary School will be managed and
coordinated with the school. We work closely with the schools to receive information on time changes, etc., and share this
information with the relevant OIST departments and SAP. This will help ensure the smooth operation of the shuttle buses.
5. Point of contact from the school

This position will be responsible for responding to inquiries from Onna Elementary School. Specifically, the SAP will respond
appropriately to questions and requests from the school and provide information as necessary. Depending on the content of
the inquiry, the contact point will also make appropriate referrals to the relevant department in charge and coordinate with
them to ensure a smooth response. If the inquiry is complex, we will organize the necessary information and proceed with
the response in cooperation with the relevant parties.

As a support person for English classes at SAP
1. Support for English classes for OIST children

This position will provide support for English classes for OIST children that are already held at the school. Basically, the
applicant will support the current staff, but depending on the applicant's skills, may also provide instruction based on the
curriculum provided. In addition, the applicant may actually take classes.

2. Creating and managing class schedules and notifying parents

In collaboration with the current English class staff, the applicant will be responsible for creating class schedules and
curriculum. Specifically, the staff member will assist in the effective operation of the English classes by developing
appropriate lesson plans, taking into consideration the children's learning status and progress. The teacher will also be in
charge of communicating with parents, sharing information on class progress and children's learning as appropriate. They
will respond to questions and consultations from parents as needed and ensure smooth communication to create an
environment in which children can engage in English learning with peace of mind.

As a support person during holiday programs

1. Support for holiday programs

Provide support for holiday programs held by OIST school children during long vacations (spring, summer, and winter
vacations).

The Holiday Program is a full-day childcare service provided by OIST School Age Preschools (SAP) during long vacations.
The Holiday Program is mainly run by SAP staff, but may be supported by SAP staff when there are not enough students.
2. Planning and organizing intensive language classes

In cooperation with the Educational Support Services Director and staff in charge of English classes, plan and manage
intensive English or Japanese language courses offered during long vacations. Specifically, the staff will create programs
according to the objectives of the course and the target age group, and create an effective learning environment. In some
cases, staff members will teach the actual classes themselves, while in other cases, outside professional teachers will be
invited to conduct classes. If necessary, we support students in selecting instructors, adjusting schedules, and preparing
teaching materials to ensure that they have a fulfilling learning experience. We also provide information and explanations to
parents and students to ensure smooth operation.
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(Required)

. At least 5 years of work experience in elementary education

. Experience in providing educational support to children of foreign nationality

. Experience in providing English or Japanese lessons (for both Japanese and non-Japanese students)

Communication skills to provide appropriate information and coordination with parents, schools and other stakeholders
Scheduling and coordination skills to properly manage class schedules and shuttle bus operations

. A self-motivated attitude to take initiative and contribute to the success of the team

. Bilingual ability in Japanese and English

. Hold a regular driver's license
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(Preferred)
1. Experience working in an educational setting with a multi-national student population
2. Experience in event/program management
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