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The PCD program administrator is a detail-oriented professional who executes and manages the PCD program which is the
credit-bearing program for OIST PhD students. The responsibilities also include organizing, managing, and tracking students
and other participants’ progress of the PCD program.

Through the Program for Forming Japan’s Peak Research Universities (J-PEAKS), OIST was awarded 5.5 billion Japanese
yen over five years. This substantial grant supports and enhances OIST’s strategic initiatives by providing the means to
transform our equipment, hire personnel, and extend collaborative frameworks to support high-quality research. This position
will communicate to internal and externals audiences what J-PEAKS is and how it supports the work being done at OIST.


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

This position is funded by the J-PEAKS Grant, which was approved by the Japan Society for the Promotion of Science
(JSPS).

Responsibilities
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Organize and manage the PCD events (both mandatory sessions and elective sessions) for PhD students and other
participants under the guidance of the PCD coordinator.

. Conduct surveys for PCD events and evaluate the effectiveness of sessions
. Track students and other participants completion and requirement submission materials of PCD courses.
. Disseminate information about professional and career development events to OIST PhD students and other

participants offered by external organizations and institutions.

. Other tasks assigned by section manager.
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. Bachelor’s degree.
. Ability to communicate in Japanese and English (written and oral) within the work-environment of OIST, as well as

with external organizations.

. Experience managing events for graduate students.

. Ability to work independently and as part of a team.

. Ability to manage multiple tasks and complete them in a timely manner.
. Excellent organizational, analytical, and collaboration skills.

. Excellent interpersonal skills.

. Ability to take direction and to give and receive feedback.

. Proficiency with MS Office suite and online meeting software.

Preferred

1.
2.
3.

Master’s or higher degree.
Prior work experience in an academic environment.
Experience working with diverse populations.
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