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Student Affairs Coordinator
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https://www.careercross.com/company/detail-18503
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The Student Affairs Coordinator reports to the Student Affairs Manager at IES Tokyo and coordinates and supports all
student services functions for the regular fall and spring programs, as well as summer and short programs. The role involves
supporting the full range of center activities to promote the health, safety, well-being, and personal development of students
on IES Tokyo programs. This position requires close collaboration with both students and the entire IES Tokyo team.

Job Responsibilities
I. Student Services Duties

« Supporting student health and safety matters, including escorting students to doctors, dentists, hospitals and
pharmacies and providing translation assistance as needed

« Monitoring and supporting student wellbeing health and wellbeing across all programs as required and reporting on
issues of student health, welfare or safety

« Coordinating residency registration, embassy registration, re-entry permits, and related procedures

« Assisting students in obtaining train passes and other daily life matters

« Carrying out functions related to the selection of student volunteers and the IES Tokyo Student Council, and assisting
and coordinating Student Council meetings and activities

Il. Program Support Duties

« Preparing and carrying out online and live orientation sessions and workshops across time zones

« Coordinating routine clerical work related to student visas, and ensuring smooth communication of information to the
IES Abroad Head Office in Chicago

« Disseminating information to ensure student compliance with local laws, including residency registration and health
insurance procedures

« Organizing and participating in student orientations, functions and seminar activities

Organizing and participating in student volunteer activities, social activities and field trips (including overnight

excursions)

Providing guidance and support to volunteer student assistants for fall, spring, and summer programs

Assisting with and leading customized program activities (including overnight excursions

Social media support

Crisis Management Support

Other logistical support as required

lll. Housing Program Duties

« Supporting student health/safety/security in housing placements in accordance with IES Abroad protocols and
guidelines

« Participating in periodic visits to housing facilities for inspections and monitoring purposes and reporting results in an
accurate and timely manner

IV. Other Duties

« Participating in student field trips and other activities as required across all IES Abroad Tokyo Center programs and
activities

« Participating in and taking minutes in center meetings

« Actively and systematically promoting the IES Tokyo Center through its social media channels

« Ensuring that center facilities are maintained in a way that projects a positive public image and supports student
health and well-being.

« Working with the Student Affairs Manager and identifying initiatives for the promotion of diversity and student well-
being.

« Other duties as may be assigned from time to time

Employment Details:

- Contract Duration: March 2026 — February 2027 *Contract renewal may be considered based on performance evaluation,
program needs, and the availability of suitable openings.

- Work Hours: Full-time (40 hours per week)

- Compensation: A minimum annual salary of JPY3.5 million per year. Final compensation commensurate with qualifications
and experience.

- Benefits: Commuting allowance and full social insurance coverage in accordance with Japanese law.
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The Student Affairs Coordinator holds at minimum a bachelor’s degree, demonstrates a strong interest in international
education and intercultural development and works confidently with students from diverse backgrounds and nationalities.
The role requires reliability, honesty, and integrity, as well as strong written and spoken communication skills in English and
fluency in written and spoken Japanese. The primary workplace is the IES Abroad Center in Kaihin Makuhari. Domestic
travel for periods of one to ten days is required on occasion, and limited overseas travel for training purposes may also be
required.

Application Process: Please submit the following:
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- Resume (in English and Japanese)
- Cover letter (in English)

- Contact details for two referees (referees will only be contacted with candidate’s consent)
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