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The Student Travel Suobport Staff coordinate travel funded bv the Graduate School. includina student participation in
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academic conferences, corporate visits, staff business trips, and invitations for Graduate School hosted events. Key
responsibilities include assisting with travel applications, making arrangements, handling emergencies, and processing post-
travel settlements. The role also involves explaining travel policies to travelers, ensuring proper reporting and communication
with senior management, and supporting the Senior Manager in updating travel policies and guidelines.

Responsibilities:

1. Handle travel arrangements, travel reimbursements and assistance in visa applications for students, staff and guests
of OIST Graduate School.

2. Serve as a liaison with other departments to confirm necessary matters and consult the team.

3. Provide feedback to the Senior Manager of the Office of the Dean of the Graduate School to revise and update the
Graduate School travel policy, rules and guidelines by identifying the areas in need of improvement, consulting other
divisions/sections and drafting revisions.

4. Train and advise temporary staff in the Travel Team to ensure smooth and efficient operations.

5. Other duties assigned by the Senior Manager of the Office of the Dean of the Graduate School.
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(Required)

1. Associate degree or higher

. Excellent English and Japanese writing and oral presentation skills

. Ability to communicate effectively and professionally with students, administrative staff, researchers and faculty from
diverse cultural backgrounds

. Advanced Word, Excel, Power Point skills to generate various reports

. Ability to demonstrate initiative and problem-solving approach

. Ability to work independently and as a member of a team

. Valid Japanese driver’s license
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(Preferred)

1. Strong knowledge of the living environment in Okinawa
2. Prior experience in student support or academic administration at a university
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