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https://www.careercross.com/company/detail-92982
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Office of the Provost assists Provost in strategic planning and general coordination. The Academic Agreement Section, a
section within the Office of the Provost, is responsible for coordinating, negotiating, and concluding academic and research
agreements* with academic and research institutions in Japan and overseas, based on the requests from OIST's
researchers and related sections. *Collaborative research agreements, Material Transfer Agreements etc. Approximately
40% of the agreements involve overseas institutions.

The Academic Agreement Administrator, a member of the Academic Agreement Section, handles all administrative tasks
related to agreements, from consultation to conclusion, coordinating and liaising with internal/external stakeholders, including
researchers both within and outside OIST, agreement administrators at counterpart organizations, and relevant sections
within OIST. The role is primarily administrative, and full support and training will be provided to develop the expertise
required, mainly through daily on-the-job training (OJT).

We will send the full version of the job description to candidates shortlisted for an interview.
Responsibilities:

1. Draft agreements
- Draft agreements based on internal application from OIST researchers, and templates of OIST or the counterpart
institutions. The agreements include:
- Collaborative Research Agreement: CRA
- Material Transfer Agreement: MTA
2. Consultation and coordination regarding agreements and their administrative procedures with internal and external
parties
- Explain terms and conditions of agreements to internal and external researchers
- Negotiate and coordinate with administrative staff in counterpart institutions
+ When counterpart institutions propose changes to the contract:
- Confirm the details of the proposed changes
- Propose and coordinate counterproposals with OIST's General Counsel Office, researchers, and relevant
departments
- Explain the changes to the counterpart
+ Communication is mainly conducted via emails (English usage: approx. 70%)
3. Internal approval procedures, signature and sealing procedures related to:
- Drafting approval requests and responding to various questions (English usage: approx. 50%)
- Implementing signing and sealing procedures in cooperation with the Rules and Compliance Section
. Proper storage of agreements and documents (paper and electronic media)
. Creating and updating lists of agreements
. Revising and updating internal regulations related to the section's operations
. Other tasks as assigned by the section manager
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(Required)

1. Approximately 5 years of working experience in administrative operations at companies or organizations:
Working experience in coordinating with other departments/organizations and/or supporting others is highly preferred.
2. Ability to adapt to a multicultural environment:
Demonstrate eagerness for working in a diverse and multilingual environment and the ability to collaborate effectively
and professionally with individuals from various cultural backgrounds
. Native-level Japanese language ability and business-level English ability (TOEIC 800+ or equivalent)
. Ability to read and analyze long documents
. Detail oriented and possess excellent communication skills.
. Proficiency in Microsoft 365 applications (Word, PowerPoint, Excel, etc.) and the ability to edit documents and create
various reports.
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(Preferred)

1. Working experience in contract administration and general affairs, as well as experience working with overseas
companies and organizations

. Working experience at a Japanese university, research institute, or international organization

. Knowledge equivalent to an undergraduate law degree in the field of contract law

. Working experience with handling agreements in English
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