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The OIST Core Facilities contribute to research and education by providing excellent common research facilities and
research support services for the researchers and students at OIST. The OIST Core Facilities are made up of eight
sections providing various research services to OIST researchers.

This position (administrative staff for the Core Facilities) is expected to provide administrative support from a centralized
administrative office for the Core Facilities Sections. This position is responsible for various duties ranging from daily
purchases to event planning support.

Responsibilities

. Operate the ERP system to create purchase orders, business travel requests and reimbursement

. Support for the external use of OIST Core Facilities

. Support to analyze and manage Core Facilities budgets

Communication with vendors and manufacturers on scheduling of maintenance, inspection and repair of equipment
Use of OIST internal systems to manage documents, track fixed assets etc.

. Support the purchase and procurement of equipment and related contracts based on the needs of sections

. Administrative work related to events and symposiums organized by the Core Facilities

. Maintenance of records regarding research support, equipment maintenance and safety
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https://www.careercross.com/company/detail-92982

9. Other duties as assigned by the Director of Core Facilities

What experience you can gain through this position:

« Knowledge of financial rules and legal compliance through administrative support such as purchasing, maintenance,
inspection, and fixed asset management since the institute owns a large number of cutting-edge equipment and
facilities

« The extensive network in OIST and skills as an administrative staff through experience in a wide range of work since
there are many interactions with research units and other departments

« Working experience in international setting
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(Required)
1. Basic IT skills and knowledge of MS Office (Word, Excel, PowerPoint)
2. Native level Japanese and business level English (TOEIC 800)
3. Excellent communication skills
4. Ability to use ERP (accounting system) to organize and input information and analyze the budget status
5. Ability to prioritize work and complete tasks accurately
6. Ability to work as part of a team
7. Ability to adapt to local culture and rapidly changing work environment

(Preferred)

1. Work experience in Japanese universities or institutes and/or international settings
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