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The Okinawa Institute of Science and Technoloav (OIST) is seekina an enthusiastic and detail-oriented administrative


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

professional to support the activities of the Advancement Division. Working under the guidance of the Vice President for
Advancement, this role provides critical administrative support and helps build and maintain strong relationships with donors.
The ideal candidate will be organized, proactive, and comfortable working in a bilingual, multicultural environment.

Advancement Divison:

The Advancement Division at OIST is responsible for building philanthropic partnerships that advance the university’s
mission of scientific excellence and innovation. The team engages individuals, corporations, and foundations in Japan and
around the world, securing critical support for research, education, community outreach, and institutional priorities. By
fostering strong relationships with donors and aligning philanthropic interests with OIST’s strategic goals, the division plays a
key role in expanding the university’s global impact and financial sustainability.

Responsibilities:

1. Manage the administrative processes related to gift processing, fund transfers, and the development of core
operational infrastructure for fundraising activities.

2. Support the building of relationships with donors and prospective donors through emails, phone calls, and mailings.

3. Coordinate all logistics of internal and external meetings, campus tours, and potential donor events, including
invitation lists, event briefings, and assisting onsite.

4. Help maintain processes for storing, tracking, and sharing information.

5. Build a network of relevant administrative and faculty contacts at the university; coordinate and communicate with

these internal teams in English to facilitate smooth administrative processes.

. Support the development and maintenance of a donor-focused website, including branding and content coordination

. Provide general assistance to the division and contribute to team initiatives as needed.

. The role may involve a hybrid arrangement, with time split between Okinawa and Tokyo offices.
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(Required)
1. 4 — 6 years of administrative work experience in the private sector or other organization.
2. Excellent communication skills.
3. Strong proficiency in Microsoft Office 365, including Word, Excel, Outlook, SharePoint and Teams.
4. Proven ability to meet shifting and tight deadlines while managing multiple priorities.
5. Native level Japanese and fluent English (TOEIC 800 or above) in reading and writing.
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