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Position Summarv:


https://www.careercross.com/company/detail-92982
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The Assistant Manager of the Community Relations Team supports the Manager and is responsible for planning and
organizing campus tours, science programs, and community events for individuals, businesses, government entities, and
local organizations. Building relationships with key stakeholders is also a vital part of the role.

In addition, the Assistant Manager leads a school outreach program targeting junior high school students in Okinawa, aiming
to spark interest in STEM fields, introduce cutting-edge science, and promote international awareness, diversity, and English
proficiency.

This position offers opportunities for career growth and valuable experience in public relations and event management within
an international environment.

Responsibilities:

1. Management of the school visitation program
+ Formulation and implementation of visitation program operations
- Develop strategies for visits to junior high schools in Okinawa Prefecture
- Handle the visitation program, including site visits
- Coordination of schedules and operations in cooperation with related departments
- Measure and report on the effectiveness of the visitation program
- Continuous improvement of the visitation program

2. Event and program management
- Planning, organizing, and implementing science events
- Promotion of cooperation between international and local communities through science education

3. Building partnerships with other organizations
- Establish relationships with local governments, educational institutions, public offices and contact support
- Coordinating with researchers, faculty, and staff to prepare presentation materials and arrange tours of research
buildings
- Coordination of preparation of facilities for the visit program

4. Support operations
- Management of registration system for visitors, events, etc.
- Coordination of transportation, procurement and equipment
- Assist in the preparation of documents in Japanese and English
- Training and management of tour guide staff and volunteers

5. ublic relations and content development
- Create Japanese/English content for events and public relations
- Create publicity materials in line with the university's branding
- Update website and SNS

6. Administrative support
- Budget management for programs and events
- Assistance with procurement of materials and equipment
- Assist in preparation of reports and presentations for management
- Management of department meetings and event secretariat
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(Required)

. Fluency in Japanese and English (TOEIC 800+)
. Excellent communication skills

. Experience in scheduling and coordinating work
. Microsoft Office and database skills
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(Preferred)

1. Experience working in an academic or international environment
2. Knowledge of science communication

3. Experience in event management

4. Experience with CRM systems

(Working Conditions)
1. Regular office hours with occasional evening and weekend work for special events

2. Some tasks may require physical effort
3. Travel may be required
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. Bachelor's degree in public relations, tourism, public affairs, etc. or equivalent experience
. At least 6 years of experience in public relations/education/promotion related activities
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