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The Okinawa Institute of Science and Technoloav Graduate Universitv (OIST — www.oist.ip) will become a model for chanae
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in education and research with the best international graduate students, working side by side with world-class faculty in
modern well-equipped laboratories. Beautifully situated on the island of Okinawa, OIST relies on a cross-disciplinary
approach, with an emphasis on creativity and exchange, to offer unique, individualized graduate training. OIST is a university
with no departments, eliminating artificial barriers between people working in different fields, but many nationalities, with
students and faculty being attracted from all over the world. Concentrating initially on Neuroscience, Molecular Sciences,
Mathematical Sciences, Environmental and Ecological Sciences and Physical Sciences, OIST is bringing some of the best
brains in the world to Okinawa to transform the way science and education is done in the global academic world. Relocation
staff supports these scientists’ and administrative staff’s relocation and helps their adjustment to a life in Okinawa.

Responsibilities:

The Relocation Support Services Section is responsible for ensuring the smooth relocation of newly hired OIST employees
from their home (both domestic and international) to Okinawa. This work involves interacting with a lot of people.

Specifically, the Relocation Staff provides administrative support for relocation operations:

1. Provide visa related support for employees including preparation/submission of Certificate of Eligibility applications
and relevant documents

2. Arrange flights, temporary accommodation, processing travel expenses

3. Relocation support for newly hired employees, including field support (e.g. arranging moving, residence registration,
open bank account, house hunting, housing contract, etc.)

4. Work closely with colleagues from other divisions that provide similar services to relevant people and coordinate work
schedules and services by exchanging information and sharing tasks as appropriate

5. Manage employees’ visa status, assist visa extension/change

6. Support relocation staff (conducting other basic administrative work) as necessary
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(Required)

. Knowledge of information security and ability to manage personal information securely

. Hold a valid driver’s license in Japan

. Excellent interpersonal and communication skills

. Advanced Japanese and English language skills in reading, writing and speaking (TOEIC 800 or higher)

. Pro-active and flexible to accommodate changes

. Basic computer skills including experience with MS Office (Word/Excel/PowerPoint).

. A minimum education requirement: Associate degree or equivalent to the completion of two-year college education
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(Preferred)

1. Previous experience working in an international setting, or supporting incoming foreigners
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