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The position

The Grants Support Specialist serves as the primary administrative contact point for the specific externally funded research
project (NEDO/SIP/Others) within the unit/center. Working under the supervision of the grant's Principal Investigator (Pl), the
specialist is responsible for ensuring the smooth, efficient and compliant execution of all administrative aspects of the grant.
There will be 3 positions for this role, and each specialist will be responsible for a separate grant.

Responsibilities


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

« Administrative Management:
Coordinate and manage day-to-day administrative operations of the grant at the unit/center level in close collaboration with
the PI and the university’s Grants Section/ OIST Innovation.

« Budget and Financial Oversight:
Monitor and manage the grant budgets, track expenditures, process payments, and ensure compliance with funding
guidelines.

« Project Coordination:

Support implementation of project activities such as:
- Processing purchase orders for the project.

- Arranging international and domestic travel for project members.
- Coordinating recruitment and hiring of project personnel.
- Organizing meetings, workshops, and conferences.
- Handling scheduling and logistical arrangements for visitors and collaborators.
« Communication and Liaison:
Serve as the primary administrative liaison between the PI, internal administrative departments, external research partners,
and the funding agency.
« Asset and Equipment Administration:
Manage and track grant-funded equipment and other assets, ensuring proper documentation and compliance with
institutional and funding agency policies.
« Reporting and Documentation:
Assist the Pl in preparing reports and documentation required by the funding body and university, including progress reports,
financial reports, and documentation of research outputs (e.g., publications, presentations, patents).
« Record Keeping:

Maintain accurate and up-to-date records of all grant-related materials, including:
- Budget and expenditure records
- Research outputs and achievements
- Official submissions to the funding agency
o Other Duties:

Perform other duties as required to enhance the project impact such as supporting project-related research, intellectual
property activities, outreach activities as well as to support the grant and its successful administration.
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(Required)

. Minimum 3 years of successful track record in managing external competitive research funds (excluding Kakenhi)
. Minimum 3 years of experience in project coordination roles, ideally in a research or academic setting

. Strong organizational skills and attention to detail

. Familiarity with grant management and reporting processes

. Effective communication skills in both English and Japanese (if applicable)

. Ability to work independently while collaborating effectively with a diverse team

. Native-level Japanese language capability
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