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Seeking an experienced editor to work within our team of professionals to review and improve high level teaching materials
for business courses.
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GLOBIS University is Japan’s top choice business school. Offering an education that goes beyond developing the skills
needed to create and transform businesses GLOBIS provides a truly life changing learning experience. It is trusted by a
diverse range of professionals from next generation business leaders in their 20s to senior executives.
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GLOBIS Corporation helps solve corporate management challenges from the perspective of talent development and
organizational development. For companies in Japan and overseas we meet a wide range of business leader development
needs through diverse methods including group training (in person and online Japanse and English ) and video learning
services.
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You will be responsible for editing materials such as cases slides and syllabi for GLOBIS MBA courses corporate training
projects and other products/services. This will involve correction of syntax alignment with internal guidelines and learning
points fact checking confirmation of Japanese English translations and communication with Japanese content creators. Each
editing project involves at least one other professional editor several touchpoints with other teams and delivery within strict
deadlines.

Other duties will include working with individuals across the company to improve our in house style guide optimizing editing
workflows and other initiatives to ensure quality standards as GLOBIS continues to expand its reach to a global audience.
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The Faculty Group Office (FGO ) is the R D division for GLOBIS’s educational business. To enhance educational quality
FGO handles faculty recruitment and development content development R D infrastructure setup and overall department
management.

https://recruiting.globis.co.jp/work/fgo/
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Internal and external communication is mainly conducted via email Slack Zoom Google Meet etc.
Below is an example of a typical daily schedule.

[Sample Daily Schedule]

*Working hours: 9:30 AM ? 6:00 PM ( Includes a 1 hour lunch break )
9:30 AM ? 11:00 AM: Email checks responding to inquiries updating data
11:00 AM ? 12:00 PM: Meeting ( Content development )

12:00 PM ? 1:00 PM: Lunch break

1:00 PM ? 4:00 PM: Hands on project work

4:00 PM ? 5:00 PM: Meeting ( Project review/updates )

5:00 PM ? 6:00 PM: Email checks responding to inquiries
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Upon joining you will lead high quality English editing as an editing specialist ( individual contributor ) . In the medium to
long term you are expected to step into a manager role and contribute across a broad range of management functions
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including establishing processes and frameworks for editing and content development mentoring and managing team
members and aligning cross functional stakeholders.

AFI) - B

[ WZBE#/Required]

CRAT A TURIVOEREND (FERBESLAI) SLVBNESAI T VT - IREZXFIL

- JLPT N2 ( BAGEREDEBAN2) LA E, HcREFLNIVOBEAE

HREE E UTOEBRZRIFEU L

- EER. HhRFE. XEERICEET 35BOZEEE (XIREOEHEE)

- Microsoft WordZ XU &ET 3T —FTOV T FDIREMEEEFE I\ CREDZ &

cEFEBRAITSY LT+ =LA (Gemini, ChatGPT, Claude’ & ) &ZFMEAMLIEEE - FIFRICDL\TODL0

CERIOYV IV FOMBBEES LUSRELMEMESS U CME U8R (IBREEREEN, 3T a5 —-y avEen.
BB FIV)

CF—LAVN-EBERREFEERBEL, REBEBATCYTY-—s4£HHE3REMETITOT vy aFUXA

- EYVRZAEEICTT B 05 - Bl

cTSYRPRIIINDEA RSAVEBTFULIDDIVIATAETAEZRIETES, THIVET1T=ILADTED
CA—ETFOEVR, BEHICESER (S—ZVT - RAVERY L), RYFTREE

- AIEERAUEROEERPEOE LICEDADER 1Y NS 3

CHO-EAOBEHSLIV/O-ER - UM OEZICHETESH

+ Native English or equivalent with strong writing and editing skills

+ JLPT N2 or equivalent

+ 3+ years of professional experience as an editor

+ Bachelor’s degree in English publishing or a writing related field ( or equivalent experience )

+ Familiarity with editing functions of word processing software especially Microsoft Word

+ Familiarity with major Al platforms ( Gemini ChatGPT Claude etc. ) and their capabilities/restrictions for practical use
+ Experience managing and delivering multiple projects with quality output on a rolling basis ( time management
communication and organization skills )

« Flexibility and professionalism to foster strong relationships with team members and create synergy with colleagues across
departments

+ Knowledge of/interest in business trends

+ An eye for design and detail to provide creativity while aligning with branding/style guidelines

- Sense of humor learning mindset and positive outlook

+ Have a mindset and attitude toward using Al to improve productivity and work quality

+ Align with GLOBIS' business and the GLOBIS WAY
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+ Certification in copywriting and/or copyediting

- Familiarity with the Chicago Manual of Style and Associated Press Stylebook
+ Graphic design skills including knowledge of Adobe Photoshop lllustrator etc.
+ MBA or practical experience in business
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