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

e ey -

The Administrative Coordinator provides vital logistical, clerical, and communication support to ensure the smooth operation
of the Office of the President (PO), while also contributing to the effective functioning of the Secretariat for the Board of
Governors (BOG) and Board of Councilors (BOC). This role requires a detail-oriented and adaptable professional who can
thrive in a bilingual, fast-paced environment, and who is committed to upholding OIST’s mission through high-quality
performance and reliable service.

Responsibilities:

1. Administrative and Office Support
- Provide a wide range of day-to-day administrative support for the President’s Office, including scheduling, document
preparation, filing, and database entry.
- Arrange domestic and international travel, including handling related payments and reimbursements.
- Manages calendars, responds to and sends out meeting requests.
- Data input, web updates, compiles and maintains accurate records and reports; archives corporate documents,
personal information, and business contacts for the President’s Office.
- Safeguard and manage confidential information with discretion.
- Support additional tasks necessary for the overall operation of the President’s Office.

2. Meeting and Event Logistics Support
- Support logistical planning, preparation, coordination, and management of events and the BOG, BOC, and other
functions organized by the President's Office. This includes attendance and support for meetings in both face-to-face
and online formats.
- Support preparation and coordination of tenders with vendors in close collaboration with the Procurement team.
- Overseeing vendors/staff to coordinate logistical arrangements for meetings.
- Help prepare presentation materials and ensure all documents are organized in time.
- Provide on-site/online support during board meetings.

3. Language and Communication Support
- Translate, format and proofread documents, forms, and reports in both English and Japanese.
- Summarize or take minutes during meetings in both English and Japanese.
- Support the dissemination of meeting announcements and communications.
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(Required)

1. Critical thinking and problem-solving skills.

2. Professional discretion and strong work ethic.

3. Ability to multitask and prioritize tasks.

4. At least 2-3 years of work experience in an administrative or coordination role.
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5.
6.
7.
8. Proactive, flexible, and team-oriented, with the ability to operate effectively in a fast-paced, international environment.

Bilingual proficiency in Japanese and English (TOEIC 900+ or equivalent).
Strong organizational and interpersonal skills with high attention to detail.
Proficiency in Microsoft Office 365 (Excel, Word, Outlook, PowerPoint).

(Preferred)

1.
2.
3. Experience in managing documents submitted to government agencies, and other entities related to the government.

Experience supporting events, workshops, or institutional meetings.
Basic knowledge of procurement or vendor coordination.
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