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OIST IT Division operates various business aoplication svstems that suoport OIST's uniaue and world-leadina research
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activities.

This position belongs to the Application Support and Operation Team under the Institutional Applications and Helpdesk in IT
Division. The primary responsibility is operating and maintaining the business applications in OIST. In this Operation Support
Staff role, the successful candidate will carry out various operation and maintenance tasks so that application users can
perform their tasks smoothly.

This position will also involve planning, developing, and implementing new business application systems.

Responsibilities:
From the perspective of the overall optimization of OIST's business applications, the successful candidate will perform the
following duties based on an understanding of the structure and relationships of each system.

1. Provide technical support for user requests via ticket management system, telephone, email, etc

2. Respond to failures according to their severity and urgency (e.g., detecting failures, determining their causes, and
performing the work necessary to restore the system)

. Maintain the master data of business applications

. Documentation work such as preparation and revision of system operation manuals, dissemination of information to
the internal website, and updating of posted articles

. Investigate and respond to inquiries from business application users

. Manage and coordinate the business application maintenance vendors

. Review the existing operational processes and implement improvement measures

. Coordinate the stakeholders, analyze and handle various technical issues arising in the system
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(Required)

1. A bachelor's degree

2. Proficient in writing user instructions, manuals, guides, etc. by using Microsoft Office (Excel, Word, PowerPoint, etc.)

3. A strong sense of ownership and initiative, a willingness to learn and apply the latest technology to business
applications, and a willingness to tackle new and unprecedented challenges

. Strong interpersonal skills to communicate professionally and effectively with people of diverse technical abilities in a
multicultural, multilingual environment

. Ability to work with minimal supervision and collaboratively within a team environment

. Ability to work on multiple tasks simultaneously based on evolving requirements

. Flexibility and adaptability to meet the demands of the role

. 3+ years of working experience

. Business level Japanese and English language skills (TOEIC 700+ or an equivalent)
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(Preferred)

. Degree in Computer Science, Information Technology, or a related field

. In-depth knowledge of Microsoft365 products, especially Power Automate and Power Apps

. Working experience in IT or be certified or trained in information science or a related field

. Extensive knowledge and excellent understanding of ERP systems, such as human resources and financial systems
. Experience in carrying out business reform and improvement activities using systems.

. ITIL qualification holder

. Experience in handling ERP (Enterprise Resource Planning) system
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