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The Housina Manaaement Section is the department in the Facilities Manaaement Division respoonsible for the operation and


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

management of housing. The Housing Management Section staff member is responsible for the overall management of OIST
housing on campus under the direction of the Section Manager and is primarily responsible for contracts, property
management, and residential room management. The number of contracts handled is approximately 200-300 per year.

The Housing Management section is divided into three major categories of work.

(1) Support for tenancy agreements for professors, students, and other categories of residents (contract related work)
(2) Management of on-campus housing buildings (property management)

(3) Management of Housing rental properties (management of residential rooms)

Our goal is to avoid any delays in project completion by assigning two-person teams (main and sub) to each task. Currently,
we have eight members.

The Housing Management Section is responsible for a diverse range of tasks. You may be required to work on-site to
prepare rooms before move-in, as well as handle administrative duties. It is essential that you possess the ability to
collaborate and work effectively with other Housing members.

Responsibilities:

1. Support all operations related to move-ins and move-outs.
- Conducting orientation: Provide face-to-face explanations to new tenants and send information by e-mail.
- Support contract signing, renewal, and cancellation: prior communication regarding contract renewal, explaining the
contract, obtaining signatures, etc.
- Attendance at move-in and move-out: Inspection and attendance at move-in and move-out.
2. Handle accounting-related operations.
- Utility and rent billing, and other reimbursement financial processing.
3. Handling complaints.
- Corresponding via email, telephone, and explaining in person.
4. Manage short- and long-term accommodation schedules of on-campus housing.
- Centralize management of reservation requests from related departments.
5. Manage all processes up to the completion of building repair work, including requesting estimates, placing
construction orders, and negotiating with contractors.
- Being a point of contact with contractors and negotiating in consultation with the supervisor.
6. Maintenance and management of the real estate and movable property (furniture, etc.).
- Maintain the exterior, including landscaping and planting, as well as repair and troubleshooting of furniture and
buildings.
7. Creating and maintaining manuals and websites.
- Using a customized system (CMS) to keep track of documents and manuals.
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(Required)

1. Strong communication and writing skills in both Japanese and English.
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2. At least three years of experience in the real estate industry (property management, planning, development,
accounting, and billing).

3. IT skills and knowledge, including the ability to create tables and use basic functions in Microsoft Office (Excel and

Word).

Communication skills to maintain good relationships with tenants, other departments, and contractors.

. The ability to work independently and initiatively.

. Ability to prepare and execute numerous projects in a well-structured manner.

. A valid Japanese driver's license.
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(Preferred)

1. Experience using property maintenance management software.
2. Experience with lease agreements.
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