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Responsibilities:

1. Act as the system administrator for the admissions portal (currently Slate), overseeing the entire application lifecycle
from account creation to final decision release.

2. Configure and manage digital evaluation modules for faculty reviewers and provide technical support as needed.

3. Manage application data in accordance with legal informationstorage protocols and provide analytics to support
admissions and recruitment insights.

4. Assist in the creation of admissions and recruitment reports.

5. Identify technical gaps and propose system developments or automated workflows to meet changing applicant trends
and Graduate School needs.

6. Troubleshoot technical issues related to the admissions portal and other systems used within the Graduate School,
liaising with vendors as needed.


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

7. Provide general administrative support to the admissions team and assist with other section responsibilities, including
student recruitment and divisionwide events.
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Qualifications:
(Required)
1. Bachelor’s degree in relevant field or equivalent experience

2. Minimum of 3 years of experience in IT system administration or system development
3. Strong language proficiency in English and Japanese

(Preferred)

1. Experince with Customer Relations Management (CRM) system
2. Experience working in a team with diverse backgrounds
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