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The Executive Assistant to the Board of Governors and Councilors is resnonsible for ensurina the smooth and efficient
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functlonlng of the Board of Governors (BOG) and the Board of Councrlors (BOC) at OIST. Actlng as the central coordlnatlng
body, the Secretariat supports the governance process by organizing and attending all board meetings—both online and in
person—throughout the year. The BOG serves as OIST’s primary governing body, overseeing institutional management,
strategy, and operations, while the BOC provides advisory input on key matters such as budgets, policies, and community
engagement. Through close coordination and logistical support, the Secretariat enables both boards to fulfill their respective
roles in guiding and advancing OIST’s mission.

Responsibilities:
1. Board & Governance Support

« Acting as the primary contact for the Boards and liaising with other offices, representative bodies within OIST, and
external entities, such as the Cabinet Office and Okinawa Prefectural Government, to facilitate information exchange.

« Organizing all logistics for board meetings and maintaining governance records.

« Assisting in planning and preparing agendas (draft to final) for the BOG and BOC-related meetings including
committee meetings.

« Preparing and distributing meeting announcements and official meeting notifications for meetings to board members
and auditors.

« Liaising with OIST Executives, Chairs of the Faculty Council, and other Councils regarding preparation, timelines, and
agenda topics for main board meetings and all committee meetings. Manage all correspondence and questions that
arise.

« Liaise with OIST Faculty and their assistants as necessary regarding preparation and presentation at BOG and BOC
meetings.

« Organize and oversee all presentation materials at BOG and BOC (and all committee) meetings.

« Work and communicate closely with the Chairs, Vice-Chairs, members as well as the President, prepare notes as
necessary.

« Ensure all board materials and membership documents are saved and filed in the secure restricted BOG/BOC site.

« Maintaining internal documents such as membership lists, compositions, and terms and keeping relevant websites
and information up-to-date.

« Preparing formal documents for the Board of Governors and Board of Councilors as needed.

2. Administrative and Operational Support

« Providing a wide range of daily administrative support for the operation of the Office of the President.

« Arranging travel, filing, data entry, and web updates; compiling and maintaining accurate records and reports;
archiving corporate documents, personal information, and business contacts for the President’s Office and
government-related institutions.

« Creating and formatting mail merges, forms, and spreadsheets, and providing translation and interpretation as
necessary.

« Summarizing, drafting, and taking minutes in meetings in both English and Japanese as assigned.

« Responsibly handling strictly private and confidential matters/communications.

3. Vendor and Logistics Coordination

« Preparing and coordinating tenders with vendors in close collaboration with the Procurement team.
« Overseeing vendors to coordinate logistical arrangements for meetings.
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(Required)
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. University education to at least bachelor’s level

. Minimum 5 years of work experience as coordinator or administrator of program activities, workshops, and seminars.
. Fluency and articulacy in Japanese and English (TOEIC 900+ or equivalent level of proficiency).

. Excellent and confident written and verbal communication skills for corresponding with a variety of contacts including

BOG/BOC, colleagues, faculty and researchers, students, external stakeholders/VIPs, and the general public.

5. Able to multitask and possess strong independent organizational skills to plan, prioritize, and compile information with
attention to detail.

6. Proficiency in Microsoft 365 applications (e.g., Outlook, PowerPoint, Word, Excel, Teams, Access) and familiarity with
various social media technologies.

7. Strong initiative and proactive approach with the ability to work independently and flexibly, but also as part of a team.

8. Responsible for time management for all assigned tasks and requests.

(Preferred)
1. Study/work experience in an international environment
()
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