As of June 2, 2025

Description Regarding Responsibilities and Duties / FTE¥£%

BOG HES
Office of the BOG - Secretariat of the BOG
BIEAA TR HESOFEER

Administrative support for BOC
L 2 D U A —

The President &

Office of the President
FRATAA

Compilation and implementation of business plan
FEZEFHE O ERL M OV St

Planning and coordination regarding community relations
HUEOHEHE 2 B3 D AR 1 M OVFEE

Development of K-12 school education opportunity for the OIST
community

OIST A2 =7 4 D7D DR T - Y55 P EHBEHSOILT

Other assistance to the President in strategic planning and general
coordination

Z DR I DA Je O & IR O S 2

Results Delivery Office
UHFIRT U ANY—FT 4 2

Facilitate project execution and outcome realization to achieve
organizational strategic objectives.

7aY =7 bOMATE BLE R A 28 U, AR O BRI B AR O R
Collaborate with key stakeholders to drive effective decision-making
and maximize outcomes

FER IR LEEL | 2N RAVZe B R E LR O e R b A HE
Monitor project progress, identify challenges, and implement
improvements to optimize results.

TuY 7 NOMEB A EEL | BREOFFE - A A U7 AR O i b
Ensure timely delivery of results through process optimization and
efficient resource allocation.

TR ADEN LYY —AD i Bl o7 1 L AT R R ORIk

Center for Professional
Development and Inclusive
Excellence (C-Hub)

PA=VE SN b AP N =3
TANGA N —T )
L ABH—

Professional development of faculty, researchers, students,
administrative staff, leaders and alumni

BE-WIIEE - TS - EE L ORI AEORE T BR %S
Production of professional development scholarly work (publications,
digital media, guidelines, conference papers, etc.)
REJIBAZEIZBA 2 PN &R (R . IR, WART A | &k
) MRRK

Establishment of collaborations with external partners to enhance
professional development

AT - 2B HEBE % L D RE ) B IZ B35 1 /1 BAFRAE S

Organization and management of OIST Alumni and Associate Network
(OAAN) and the OAAN Working Group and Advisory Committee

OIST [FIZE/E Ry NI — 7 LT —F 0 77— R OV Zs B 2 ORE R OY
M

Vice President for Advanceme

BIFR (TRANVAANEY)

1. Division

Advancement Division
TRARUAA T A gy

Management of fundraising and donation activities for OIST

OIST D7=sb DB A il Mo O & B D B

Development of relationships with donors and potential supporters
TP R OB AR 72 SR 3 L 00 BARRAE 4

Planning and implementation of advancement strategies and campaigns
T RIS AR NI e OV o~ DA - FE S

Administration of gifts, grants and endowments from private sources




As of June 2, 2025

Description Regarding Responsibilities and Duties / FTE¥£%

RO ke, Bhpkidd: & OO & B

Tokyo Office Director BIXA 74 AT AL I X —

Tokyo Office Director
BFRATAART AL 5 —

- Strengthen relationships in Tokyo with Japanese and foreign political,

industrial, and academic circles to expand the presence and activities of
OIST at home and abroad through science, technology, and innovation
(excluding responsibilities and duties of other divisions)

BLFH A /=T a 2B LT, 0IST DIFFELIEEN A ENIMIIAT 57
D, HRIZB W THARBLUSNE OB - EES - #I R EDBIfR A 58{b
T 5 (MOFEDOFEIZRT2HDEFR)

General Counsel

R

General Counsel Office
WHE LA T oA

- Provide legal advice on OIST policies /business

OIST D F5 ¢t EHIB T H1EM B S

Address and resolve conflicts/ disputes cases
D e e S U SINN

Provide legal advice related to risk managements
VAT~ R AN T HIERNBE

Review and advise contracts related matters

TRNCEE T DH A - s - TERB S

Cl0 EREHREEE

1. Division
IT Division Assistance to the CIO in strategic planning and general coordination
TS Var CIO (TR DHEME F ] 2 ONE D FEHN 03D — R 72 B DA
Supporting the conduct of special programs or information related
initiative
e 72 5 3R SUTZ DA DT RACIZ DD IR FEAT DAtk
Assistance for Information Technology in strategic planning and general
coordination
IT BRWE ST 22 M ORI D %
2. Sections
Institutional Applications and Provision of IT services to all areas of the University
Helpdesk KEFERITIT —E R a4zt
AVAT AT a—aF VT T Management of IT asset and software purchasing for administration and
r—ar & ~I\VT T AT research support divisions

FHEHMR Y —F P R—= T4 Var D [T EER Y7 =7 O
NE R

Management of the data center and IT facilities (IT room and network
room)

T —He A — K OVEN T Bf O B

Management of the enterprise data networking, voice communications,
and related supporting technologies
TUH—=TFGAR T —F Ry N —7  FEBE, KOE#E TR —h-
TU )y —OE

Provision of Audio Visual and Video Conferencing services to all areas of
the University

RFBERIICA =T ATV 2T NV RO T A2 — Azt
Management of current and future OIST Audio Visual services, facilities
and equipment

BUE R OYERD OIST DA —F 44V a7 L —1 AL 3 K OB RRD
c=gill

Planning, procurement, and implementation of future OIST Audio Visual
services, facilities and equipment

FFRD 0IST DA —F 44V 27 LY —E A3 Kk O ZR D& . 78




As of June 2, 2025
Description Regarding Responsibilities and Duties / FTE¥£%

- To ensure all OIST Audio Visual equipment is secure, scalable and
reliable in day-to-day operation
OIST DETDA =T AA T 2T VAR D L TE | Jrok v REVE, (B HMEE
H % DA~ —a TRGE

- Planning, procurement, and implementation of enterprise information
systems and solution that support OIST business operation
OIST DE VR A AR —ar iR — 5T 2 — 7 T4 G A
T LR O 2—a Optat, g & N5k

- Management of enterprise information systems and solution that
support OIST business operation
OIST DE VR A AR —arva R —h oo X —T7 T4 XfEH A
T L OV FUARDE A LRST

- Engagement with stakeholders throughout the University to remain
abreast of evolving business requirements
REFERDAT =732 —EHHEL | LT D8 R AT IS

- Design and business process optimization that makes research,
education and administration efficient, effective and compliant
I, 2808 Kk OFB & DR - N RBIDDIE T AT L TATHT2 O DHE
B e A0l b

IT Program Management - Provide oversight for IT project and task portfolio to ensure alignment
Office with OIST strategy and priorities

IT 70l T LR A N T 4 OIST DEENK J MBS SFIHE DR AR T 272D 1T 7T ey 7Y
2 BAGR— T HVA H R

- Assist CIO in development of OIST IT strategy
OIST O IT HEHE R E 123V TC Clo A4tk
- Ensure coordination in the execution of IT activities
T {EBEI D RATIZIB T DA O felx
- Establish a variety of standards associated with IT at OIST
OIST D IT (ZBHE 3 D4k 2 72 AR HEA- S L
- Establish and administer framework for monitoring and managing
resources (Budget, Human, etc.)
Y —A (T, N DF =2 7 B A O e SE Je OV L
- Establish and administer IT risk management framework
IT URZ =R ANT L— BT — 7 OREEE Jy OV L

ERP Core Project Section - Responsible for executing the SAP Upgrade Project

ERP 27 V'my=r s ar SAP T L —RT7a = I D FAT ALY

- Day-to-day management of project including but not limited to;
Coordination with implementation partner(s) / Perform and coordinate
tasks to be performed by OIST / Maintain project plan and report status
/ Act as a secretariat to project governing bodies
7Y =IO B E B Fifi S — N — L O OIST A TS
ERATDFATEEE 7 oy = 7 MBI OKER R 7 e =7k
AR O FH R L COTEE)

- Lead change management activities and compile documentation

EHAAHIOEFIZOWTHREL , /vy = M T 5 EFEL/EL

CISO EBEE#HtxVT—BELH

Information Security Section - Develop, implement and update university-wide information security

Hexa7reriay policies and procedures
REEEROEREF VT ARV — L FHEE OB, 23k, B

- Develop, manage, and maintain information security training programs
for all members of the University
REFEDTANTOAN =D DG EF 2T A —=2 7T a s T4
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As of June 2, 2025

Description Regarding Responsibilities and Duties / FTE¥£%

DOBRFE . EHL, K OHERF

- Investigate any information security breaches, act, and report breaches
to the President, CIO and executive management
HOPDIFEREF 2V T 4RE . ATE), K OEREFHEL, F&E., HElEH®
BEH(CIO) K DT BT 47 IHiE

- Planning, procurement and implementation of the enterprise data
networking, voice communications, and related supporting technologies
TUH—TTGAR T —H Ry T —7  F R EE K OBEE 5 R —R T
70—k AR OVEA

CIA0 EENHEEREHE

1. Section
Internal Audit Section - Development of Annual Internal Audit Plan
WA ay FER NS A R B O SR E
- Implementation of Internal Audit activities
P 5 A 0D FE it
- Report to the CEO / (Senior Executives) on the result of Internal Audit
Ff R E T A~ O N AR oW
- Exchange of opinions with OIST Auditors on corporate and operational
risk
e T VAL BT 5 OIST B LD FLACH
- Misconduct and Whistle-blowing handling (Non-compliance: Contact
Point, Investigation and others)
ANIEAT 2 S O'WEB @I B 920 (AT ELUTR DB A A S)
Ombudsperson F L7 ANR—Y

Ombuds Office
T T K )R—=I T T 4 A

- Support the Ombudsperson in providing assistance to employees and
students who have concerns arising from their work or studies at OIST
IS DL FEHA A T ORFORE | FAEICK T o4 T AN —YZ
LB R — DD

Secretary General

HHERE

1. Office

Office of the Secretary
General
FHREA 74X

- Support the Secretary General in providing oversight and coordination
of all non-academic administrative matters
FH R DMAE L O & iR D 3%
- Risk Management and business continuity under emergencies (Risk
Management Committee, Business Continuity Plan)
Ieg 3= R S US IS SIDRAR: = 5 SAURSZE 520 5= EXNE: = 3 iy 7 i)
- Operation and maintenance of the Tokyo Office
WA T A AD B EE

2. Sections

Governmental Relations
Section

BUFRBERALR £ a

- Compilation of Business Plan
FEFHEOLVFELD

- Governmental relations on evaluation of institutional performance
BN D FERFHI AR DBUN & OFEE I 952 L

- Other governmental relations

Z DOABURFHERE & D85

Rules and Compliance Section
a7 IAT AR Ve
Ve

- Policies, Rules and Procedures
FEARFEF— )L Ffgix

- Information disclosure
1525

- Personal information protection
(EPNEEE SIS

- Official seals




As of June 2, 2025
Description Regarding Responsibilities and Duties / P ¥%s

NEIkEg:
- Document management
CEE
- Compliance Management (Promotion and awareness building activities,
Support for problem solving)
LT IAT AT D B (HEE | AR O fRIR SR
- Management of Conflict of Interest

FIESFR R D B
- Management of External Professional Activities
e BIZEDE B
- Management of Security Export Control
2 PR H D B
3. Occupational Health and Safety/Research safety  57fflizc & it WF9E4e 4
Occupational Health and - Operational support for safety-related committees
Safety Section BRI THEE SO E SR
LRI ar - Advise, instruct, inspect and report on research health and safety

WRFEIZ BT 22 2O S - 8 K O A RS

- Provision of general training and educational materials on research
safety
e NPT 5 —AHE K OB Ot

- Advise, instruct, inspect and report on chemical management status
(LFHEOE RO B F - 158 o OFR A

- Management of laboratory waste and advise, instruct, inspect and
report on waste disposal
FBREIY OB ORI R D8 S - FE 5 K O A R &

- Aduvise, instruct, inspect and report on biosafety
AT =TT T 20 E 158 R OFR A

- Supervision on prevention of radiation hazards and advise, instruct,
inspect and report on radioactive material management
TG BRI TR 12 B 286 B X OV M E o BRIZ B9 280 5 - 45
BN O R

- Operation of radioisotope facilities
JECERHE IR e 36 i 55 0D 3

- Aduvise, instruct, inspect and report on research field work
BT ETE B DL BT 58 5 - FRE K OFRA R

- Research related working environment measurement
WFFEIZ B3 DA FZE BRI

- Management of human subjects research

AFGHFIEDE B

Health Center - Management and implementation of health checkup and stress check
et 22— fEREZI e RARL AT = 7 D FATE B
- School health
FRRAE
- Health consultation, first aid, referring to external medical facilities
BRBEFR R - 5 B E - S R R BRI
- Hygiene management
A E
- On campus emergency response and its preparation

PN BRI K D D &

4. Welfare &4k

Clinic - Medical examination, diagnose and treatment

V=7 PRI T 5L




As of June 2, 2025

Description Regarding Responsibilities and Duties / FTE¥£%

Provost WA=y 4N

1. Office

Office of the Provost
TaRANE T 4 A

- Assistance to the Provost in strategic planning and general coordination
T RRANMI L DA K O A TS D 4%

- Budget request of research budget
AIFZE T R OB E BR

- Provision of general administrative support to Provost
TR AN DR S D S

- Implementation of projects to secure or improve research operation
WFFEA L —a O El, WFEIZET 57 vy =7 o ki

- Assistance to Provost in interdepartmental coordination between the
Dean of Graduate School, the Dean of Faculty Affairs and the Dean of
Research
TRARAMILOHSERHR | BB Y P R OISR S 7 — [ O
D3

2. Sections

Research Resources &
Finance Section
WHEY Y — R st ar

- Coordination of allocation and use of research resources
WFFEERDEL 573<2H F DR

- Management of information about research resources
W IR BT 2 1E RO

- Allocation and execution management of research budget including
CAPEX
e TR OBy B TE L (CAPEX [T 22L& 5 Te)

- Coordination on start-up research units
e 2= hOFTHINLS T D3 HR

- Preparation of statistical data on research budget execution

WHIETHROBITICE 8T —F DR

Academic Agreement Section
R v Ay

- Provision of support for concluding agreements with external academic
partners (Memorandum of Understanding (MOU), research
collaboration agreement, material transfer agreement (MTA), etc.)
SNER TR B & O BRI G 00 S8 CEEHE I E . SLRIBFFERLR . IFFERCK
FEHEK) (MTA) %)

- Coordination on summarizing institutional MOU data
EFOEEE T EF RO ELD

- Provision of contractual and administrative information and support on
fair and equitable access and benefit sharing (ABS) in using genetic
resources in compliance with the international rules
BB IR O EUF O (Access) &Z DFIINGAET HFIEE O N EDDTT
7B 5y (Benefit-Sharing) 12 B3 2 [E RV — MRl o 72 3200 - %5 Ffe &
(B DG Wt SR

- Reporting for the legal acquisition of genetic resources to the Ministry
of the Environment

BREZAE ~ DR E IR O PG OB & Fhe

Director of Core Facilities

AT I 7IVTAT AV I H—

Animal Resources Section
EErEhiy s a

- Provision of animal care (rodent; mice and rats, Zebra Finch, Xenopus,
and Zebra Fish)
EBREW) (TR TN BT TT4 T TIVRY AT TN BT T 4
o) OfREFE

- Management of animal facility
FEERENY) % D BR

- Maintenance of breeding colony for genetically modified animals
(mating - genotyping)

6



As of June 2, 2025
Description Regarding Responsibilities and Duties / P ¥%s

BAR T FLHL 2 B D am = — OHERFE B (A2 D Genotyping £C)

- Provision of research support for MRI, behavior tests apparatus
(planning - date analysis)
MRI, 1TE) B R OBFZEE T (TR SRNGT — 2T £ T Ik T 5
WFFESHE

- Secretariat for Animal Care and Use Committee/ Pre-review of
application for animal experiments

YR ED TREL LR VI ERE RS FH)R

Sequencing Section - Provision of sequencing services using massively-parallel sequencers and
Dy AN/ fe e/ A= realtime single-molecule sequencers
BAFI —r o —BLOITNHALL 53— —F Wz —
r A —E A

- Management of genetic analysis resources
BAGFIRHTE RO P - 8

Scientific Imaging Section - Management of common imaging equipment and facilities for light
AAR—= TR ay microscopy, electron microscopy, etc.
BB, RIS H DA AT TSR I OERR D R
M

- Provision of technical support for the researchers and students on
imaging (including consultation, training, sample preparation, data
acquisition, data analysis, etc.)

WFFEE e OVFAZ IR E LTz A A= U T AR DEAN RO S8R (FERR . BF
&Y TNPRR, T—FIG, T —F T

Instrumental Analysis Section | - Management of common instrumental analysis equipment and facilities
BT ar for mass spectrometry, NMR spectroscopy, lab automation,

flowcytometry, etc.
BN NMR, HEN 7 LViEE 7o —H A AN —72 L D5y
Hridan sk O B, J#HE

- Provision of technical support for the researchers and students on
instrumental analysis (including consultation, training, sample
preparation, data acquisition, data analysis, etc.)
WFIEE M O A R R L LT B AT AR D BRI SR (RRFK. AIFHEE
YTV TG T — A RNTE)

Engineering Section - Provision of mechanical engineering support (design, manufacturing

V=TI TR Ay assembly, inspection)
BEIRAIN (BRFT. ML, ALZASZ T, ) DS

- Provision of cryogenics technology and vacuum technology support
IR BT S OV 22 e il oD S B

- Provision of microfabrication support (coating, lithography)
~AaT TV —ar (IR, VY757 4—) D3

- Provision of nano fabrication support
FIT7 7TV —ar R

- Provision of material analysis support (XPS, AFM, FTIR, FIB-SEM, PPMS,
ellipsometer)
MEFSHT (XPS, AFM, FTIR, FIB-SEM, PPMS, ellipsometer) 0 3 4%

- Provision of electrical/electronic engineering support (design,
manufacturing, assembly, inspection)
ERE T LF G T AT, ) O

- Management and operational trainings of the resources above

FRCICBEE I D SR E IR O A B K ORI ERHE

Environmental Science & - Provision of support for terrestrial fieldwork
Informatics Section BRI C BT DT 4 — VT — 2 i




As of June 2, 2025
Description Regarding Responsibilities and Duties / P ¥%s

BRER T - A7 4+~T 47 A& | - Provision of technical support for land-based environmental data
Jvar collection, data analysis and data storage
PEBODEREL 7 — 2 DUV AT, PRAFIC B9~ D BT a7 542
- Maintenance and management of common equipment for terrestrial
fieldwork and environmental monitoring
BE T 4 — VR — 27 BB =XV 7\ BT D 3k Es AR O HE R B
- Collate land, sea and satellite data
Ptel, Mk, R ImOBE
- Management of environmental data archive
BREET — 2T — A7 D& B
- Opening relevant environmental data to the public and research
community
I a =T R~ DBREET — 2 DB
- Develop, maintain, manage, and facilitate use of environmental
monitoring sites and networks
BREEE=HU T AR Ry NT — T DBR%E, HERF - E L ONEH
- Manage long-term data collection and sample storage for the
environmental monitoring sites and networks
BREET=ZV TV A Xy T —7 D72 DOERI 2T — 2 M OB =a L
7 ar OB OMRE
- Maintenance and management of the Environmental Science and
Informatics website
BRERVF AL T~ T A7 AT 20 =7 A MOMERFE #E

Marine Science Section - Operation of OIST Marine Science Station

WER e ay 0IST vV P A T ART — a3 DIEE

- Maintenance and management of marine observatory systems
WELEBLAIS AT AOMERE P

- Maintenance and management of other common equipment for marine
science research
Z DM DOWFERFIFFEIZ B35 el g O A4 L

- Provision of field work support for marine science research

MEHEREIT RIS 07 4 — VY — I 3R

Scientific Computing & Data - Management of scientific computing resources

Analysis Section B it R g IR0 1

Rt 7 —2fiftiit 222 | - Provision of advanced high performance computing and research
e storage resources

BIESROEMERER L o —T 7 RO FEARL — DU — 2D $E Ik
- Provision of end-to-end consultancies and infrastructure to long and
short term research projects
B R OEMOME T vy = 7Nk s — B L7cas s 1007
K OA T FANT 7T v DFlk
- Provision of support, training and scientific computing documentation to
OIST users
OIST L —F—~Da—PF—HR—F HHE, B FFHRONF 2 A ML
- Acquisition and management of free and licensed scientific software on
the computing system
AL 2—H = AT MWD R EEOR TR R 7 =7 O
JipgE Reegiii]
- Provision, management and operation of secure, reliable and scalable
OIST network
ek AGEE, PEIRMEICEIE OIST Xy N — 27 Dfgflk, EEE, EH

Basic Lab Support Section - Management of basic common laboratories
SRR av




As of June 2, 2025

Description Regarding Responsibilities and Duties / FTE¥£%

FARH)ZR 3L SRR == O B

Management of common basic research equipment
BRI 72 4L R Fe e O MR B

Operation of labware redistribution system

WA AR B 0 BL S AT LD =

Operation of glass wash service

T A B —E ADEE

Core Facilities Administration
Section

a7y Ty VT 4 T RI=AN
—vartriar

Assistance to the Director of Core Facilities for coordination of smooth
operation of Core Facilities

a7 77T A DM IBINEE DT DAT T 7 VT 4T 4L 7B —D K%
Provision of administrative support to Core Facilities Sections

a7 T 7INTADEK I aANTTHERR

Dean of Research WMREET 41—

1. Office

Office of the Dean of Assistance to the Dean of Research in strategic planning and general
Research coordination

WS T (— AT 4 A WY T — A KD AR B OSRA TR B oD 3 B

2. Sections

Domestic Grants Section
WM SEE s a

Provision of support for pre-award process for domestic external grant
application

[ NSRBI FE & B ST AT D S B 0D S B

Provision of support for post award process for domestic external grant
management

[ NANERBIF I 4 18454 oD FEti oD 3B

Appropriate operation and management of public research funds,
primarily domestic external funds but not limited thereto.

INHIRFSE R O E 0 B B (& U CIENANEFZE S I BT 58 D
THDH, ZHUZRESNRD)

International Grants Section
ES N e e/ V= N

Provision of support for pre-award process for international external
grant application

[EIBRAMERAIT FE & IR OIS T D S B

Provision of support for post-award process for international external
grant management

[EIBRAMERAITFEE 4512 0D FEf oD S B

Appropriate operation and management of public research funds,
primarily international external funds but not limited thereto
INHIRIFZE A O (E 7 e A B (& U CEBRIMBF R E 2B 5H DT
DD, ZAIUTBRE SR

Conferences, Workshops and
Symposia Section

H T gL AT =T a7
R NE T g

Workshop organization

T—rv a7 Xk

Conference organization

T T AR

Other academic events organization

Z DD ZE A~ bR

Academic Partnerships and
Visiting Programs Section

EE Bk A= WA= AN
val

Managing and coordinating projects relating to networking activities
with other universities and research institutions

FIT BRI BT DMt R F I LOWFFERE B & D Ry N — 7S 357
1Y MOEB K O —TF 4% —h

Management of Visiting Programs

EOT AT TS T INE O

Invite external experts from all fields (including the arts and social
sciences) to boost research capability of OIST, which includes promoting

9




As of June 2, 2025
Description Regarding Responsibilities and Duties / FTE¥£%

interdisciplinary and inter-unit collaborations, as well as collaborations
outside OIST (academia, government, industry).

HHWWDLE (ET, BB PG T) MOIMBO R ZEZEIEL | OIST D
WFFERE 1m0 D, “FBRAY < 8 P R EHE D (RAE S OV 44 CR7F:, BURF, PE
¥R Lo AT,

Dean of the Graduate School MERE

1. Office

Office of the Dean of the - Assistance to the Dean of the Graduate School in strategic planning and

Graduate School general coordination

MR RA T 4 A WFFERHRAZ LD K O & iiHE o 342

- Provision of general administrative support to the Dean of the Graduate
School

WFFERHR AT DI 65 D 34k

2. Sections

Academic Affairs Section - Administers the academic program of the Graduate School
BHrs Ay MR DOEF 7 07T L0E B
- Provides advice on lab rotations
TR m—T =22 AT T R A AD R
- Organizes Mentors
AR —ICBT o HEH
- Manages course changes
JBAEZE B P
- Organizes thesis supervision
WFFEHE B BT 2 F %
- Monitors the academic progress of students
FHEOF MG
- Coordinates course assessment and manages results
FSCAE R L BE 32 B J OVEr B
- Coordinates the examination process
AR BT D Tl L ONFEE
- Determines the results of PhD candidatures
i+ S 5H O E
- Administers graduation requirements and the award of degrees
ARFRE T B R VAR BB T 05
- Facilitates a gap programs for full-time PhD students
LRI T 5% vy 77 m s T LD PR —K
- Provides secretariat for academic committees including:
BEIROZBROFEFRFER:
a. Curriculum and Examination Committee
H)F 2T L FREES
b. Thesis committees
i IR R AR

Student Affairs Section - Provides general support to students, including immigration and
IR vas municipal-related matters
FAT T O A 7 RO TRk ONEE BT A B L 72 30 %
aie)
- Disseminates information and advice to students concerning
scholarships and external financial support
a7 M QAN DREFE I SR I BT DIF M T RS A 2D 12
- Administers student financial support and scholarships
TR Y SR S MR 2B 9~ 5 95

- Administers student welfare support

10



As of June 2, 2025
Description Regarding Responsibilities and Duties / P ¥%s

FHEOEMEAIZET2HFE
- Administers all Graduate School-related travel expense and relocation
support for students
SR 2RO IR o OO RIC R T 555
- Administers registration and enrolment of students
A A
- Prepares and maintains data concerning:
TRLOT — X DHEFFE B :
a. Applicants for admission
R
b. Individual records of faculty members
HE DOE NGk
c. Teaching assignments
BEFHOFEVYT
d. PhD thesis supervision
[ v =
e. Student academic records
A D RAE
f. Course schedules
=R RV a—)b
g. Evaluations of teaching and supervision
2K O e 8 o R# il
h. Student transcripts and certificates
FEDRGEREAEZ O AR F
i. Graduate School reporting

WFFERHT B354 i

Curriculum and Programs - Provides advice on courses

Section =TT DT R A RO A
HVHaTh-Tns T a | - Develops and administers curriculum design and content
v FVZF 27 LOFRRK - N DO BHFE K OV B

- Administers independent study and special topics
#23F} H Nindependent Study | & (N 'Special Topics | D £
- Assesses external credit transfer
FHN RO
- Designs curricula for new programs
BT 0s T 5O H)F 2T L%
- Administers student evaluation of learning and teaching
AL DRI (A8 - BE ISRV ) O %S
- Designs and implements co-curricular activities
EHDOAYF 2T LEWAT U B EIEEOREE K OV 5
- Develops collaborative programs with other universities
i RFEDIEF T 0T AOB%
- Develops and implements online teaching
F U TALHE OGO E i
- Manages teaching resources including classrooms and teaching labs
BESEHELEZT) Y —ADE M
- Provides and administers professional and career development courses
TRT 2y aF bR VT T ANy T A3 — ZAD fR  OVE L
- Catalogues courses
a—2hHus ODIERK
- Schedules courses and classrooms
B OB ==

Admissions and Recruitment | - Develops educational program promotional materials

11



As of June 2, 2025

Description Regarding Responsibilities and Duties / P ¥%s

Section
TRIv gy U7 )—pA R
Jgiar

BE 0T LOWRE R ZER T D
Administers the admissions process
ARISRDEH
Provides secretariat for the Admissions Committee
NFERIKZEE R DOFH RS
Undertakes student recruitment activities, both PhD and research
internship
(LR Y —F A H =2y T 0T T hA~D) P SRS
PES
Maintains the Graduate School website, the OIST Admissions website,
and social media related to student recruitment activities
WIRRA T AR T 2T R=T  RKRZEOTRIyar g7 R— FE
TR ENCRE T2 — X VAT 4T DEH
Administers the alumni association and its activities
& T HEORBEE L OFRESTEINARDFHE
Maintains data concerning:
FRLT —HDE B
a. Prospective students
ANFEHLBL TS (FIABDHD) FHE
b. Graduate School-run workshops and events and their participants
IR MBI T 2T — 7 ay 7oA XU b, K OEDOS N
c. Alumni

ET4

Dean of Faculty Affairs HEHYFE

1. Office

Office of Dean of Faculty
Affairs
HEHY AT (A

Assistance to the Dean of Faculty Affairs in strategic planning and
general coordination

B Y PRI LD L O & iiHE O S 8

Promotion in research integration education

W IR B T2 ZE Hetk

Conducting research misconduct investigations
WFFEARIEAT 2 AR DA D FE i

Research data archiving

W7 — 2O

Management of new projects relating to faculty and research personnel,
including Buribushi Fellowship

HESOWIZE B I E T 2H 7 0y = 7 b FLEE (S5l 2 —
v 7E)

2. Sections

Faculty Recruiting and
Evaluation Section

HEDA Sl ar

Faculty search

HE O

Faculty evaluation such as research unit reviews, tenure reviews, and
promotions of the faculty

BEOMFRA=y MR, T T HE, FHEFE

External reviews for STAs

P AT AT )a— T A MO

Annual Performance Appraisal for Faculty and STAs

BHER T ATU AT T )0y — TV A NOFEREFETAM
Secretary to the Space Allocation Committee (SAC)
AR—A S EB R DOFEBER

Academic Human Resources
Section

Appointment and employment management of faculty and research unit
personnel
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As of June 2, 2025

Description Regarding Responsibilities and Duties / FTE¥£%

THATIvI NERIay

BB e =y MBI BB 3 AT & 3R 5

Management of information about faculty and research unit personnel
HE LIt =y MBI BB 2 15 e

Provide HR consultation to faculty and research unit personnel

BB LT =y MR R BT N FAH R A

Performance evaluation of Research Unit Technicians and Research Unit
Administrators

Foif B e VY —F 2= h7 FI=AR— X —D i

Appointments and administrative support for STG, Dean’s Research
Group, and RUA Group

AT ATy a— T N—T T = R —F T —T Y —
F 2=y T RI=AN—H—T ) —T & T DB OFH K OFE R
—h

Management of information and application process of External
Researchers

SNVEAITSE BRI 2 HGE Tl s K OME R L

Provision of support for post award administration of post doc research
fellow

AN FEBN BB S BRI STV R RIAI FE B D32 1T AL SR

Library Section
TATIV—% s ar

Operation of University Library and Institutional Repository
KT BAEAE o OBEBIY AR R O

Executive Vice President for Innovation and Outreach

BEBIFR (A /_X—vay - TUN—FHY)

OIST Innovation

Office of the Executive Vice
President
BRI RAT A2

Assistance to the Executive Vice President in strategic planning and
general coordination, including COI-NEXT Program, Testbed Projects,
and Outreach consolidation Projects

R RAC R DR M OB A FR#E D 3% (COI-NEXT 7'm /' F A 7 AR
Xy hFaY eI TUN—F AT a2 I N E L)

Technology Development
Section

BAfrbAge v ar

Support and promote the development of technologies and human
capital

BATBRATE D 34 . KON B RO HEE

Business Development
Section

Manage relationships with industry to foster academic-industry
collaboration and secure industry-sponsored research funding

HEMBEIVav PESFEEEDERE | 25 - L RINFFEONRIE K OV i 22 4%
Tectmolczgy Licensing Section Manage intellectual property, facilitate technology transfer, negotiate
Heffigts s ar licensing agreements, and support the commercialization of OIST

research and technologies.
SR PEE B, BRI, T4 B AE D A5 KON OIST DHFZE:
S INAIHES (S

Venture Development Section
NoF =g svar

Support startup creation and growth, foster entrepreneurship, and
manage incubators and related programs

AZ = Ty TR ERR S | EEFRMEE, KA Fa—F—%
B 0T A0 E B

Outreach Section
TN —FEr g

Develop and implement OIST's core outreach programs

OIST DHFET VN —F 7' 0T AOBR% L it

a. Standardize program delivery and content across outreach programs
TN —=F Tl I ARROT 0r T LR Ea T DIEHE(L,

b. Oversee operations of a Visitors Center as the central hub for
community engagement
A2 =T A EEEO DML E L CE VX — X — O B

Science education and public engagement
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As of June 2, 2025
Description Regarding Responsibilities and Duties / P ¥%s

52808 Ll R At
a. Design and deliver compelling science education programs
BB R E 7 0 T LD Gk
b. Coordinate public tours and exhibitions of OIST research
OIST WFFED— AP T — L RIS D FiHE
c. Develop programs and materials that ensure accessibility for diverse
audiences
ST BINE DT 72 VT A Z MR T D7 0T LG RO PSS
- Partnership development and external relations
==y 7 BRSE &S B GR
a. Build strategic partnerships with local schools, governments, and
businesses
s D ATBOSEE . L DR A S — R — o T O
b. Secure external funding and sponsorships for outreach activities
TN —FIEEB DT DIMBE B EAR Y — v T Dk
- Physical home of outreach programs for public visitors, school visitors,
science education
—fXEIME . FRGHRE | B FEE OO DTN —F T a s T AOHL
a. Operate specialized spaces such as lecture rooms, teaching labs,
kitchens, satellite locations, etc.
R BEHERE, Xy T P TIAMLERE DA —2D
M
- Events and visitor services coordination
ARV R —E AT
a. Serve as central point for scheduling and managing visits by VIPs,
schools, and the public
VIP, “E4%, —fRTTROFA DAY 2 — VA B KT
- Exhibition and program management
JBoRET a7 NER
a. Curate dynamic, immersive exhibits highlighting OIST research and
innovation
OIST DAFFELA /R —Lar Zff I3 28I TN R O
- Serve as a bridge between OIST, alumni, and the public
OIST HE T A, TTREDZRFEEL TO&KE
a. Provide space for alumni gatherings and networking events
BT AL, T T —F 7 AR NHAN— 2O
b. Connect alumni and community engagement with resource
development
BT AR Naa=T7 4 S 28 U7 AR TR L o HExE
- Retail and brand management
INGEET TR B
a. Provide space for brand promotion with OIST merchandise (e.g., OIST
swag store online/in-person)
OIST DP& L (f5: OIST 7'y RDA L T A L | F 8 1L DT T RIEHED
72O DA —AD HEfk

Vice President for Financial Management %R (MEBHEY)
Division for Financial - Assistance to the Vice President in strategic planning and general
Management coordination
W78 var R RAZ K DA o O & i EE D S 8%
- Handling of Board of Audit (BOA)
SRR ARE DX
Budget Section - Budget Planning and Compilation for the Entire University
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As of June 2, 2025
Description Regarding Responsibilities and Duties / P ¥%s

THREI A REFARARD TR F I - H L

- Budget Request to the Government
BURF~O TR R

- Budget Allocation Plan Formulation
FTRERE D EDRE

- Budget Execution Management
TR TE

- Reporting to the Government and Executives
B BX O BT 47 ~OHiE

- Cash Management
GeE

Accounting Section - Accounting

S N/ N st

- Asset management
B pE AR P

- Tax
Pl 5

- Reimbursement for Travel expense, meeting expense, and honorarium
ik - SEE - Ok A

Procurement and Supplies - Tenders and contracts
Section LK O
ER s ar - Supply chain management
YT IAT = — 2 DE PR
Vice President for Buildings and Facilities Management BFE (s g EEY)
Buildings and Facilities - Assistance to the Vice President in strategic planning and general
Management Division coordination
fiF BT e ar AP RIS E DA Kk O & TR O S8
Campus Building Section - Land acquisition
Fyo AR BT ar THIDOEFF BT 5L

- New construction
B LFEOFEMICEHTH2E

- Interactions with central and local government departments regarding
campus building
Fp L SRR D E P H T B IR L DG RE

- Management of non-academic areas of campus (including admin and
campus village areas)
THT I ZVT LIS DOF v RADE B (FEE P L e L o) —

TITEETe)
Facilities Operation and Use - Fit-out and modification of buildings and facilities
Section B K ONagR D74 b T TR OMEIE -2
MR EH 7 a - Managing and tracking allocation of space to researchers
WFFEE ~DAN—ADFELS R O Z DFEIRICE T8
Facility Management Section | - Overall operation and maintenance of all land and facilities
Mt s ar W) K Ot OAERFE BRI 952 &

- Optimizing use of energy, water and other utilities
THILF— K EOMNEENE RO @2 A IR+ 228

- Vehicles
RO

- Safety of all users of campus (excluding safety of laboratory activities)
oy LN ZR B AR O 22 g B (WFFE =8 D2 4 Bl <)

- Access management and physical security of campus and facilities
XL SA R ONRERagk ~D T 7B AE R N eX 27—
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As of June 2, 2025

Description Regarding Responsibilities and Duties / FTE¥£%

Housing Management Section
NG T E R ay

Management of entire on and off campus housing
T AT X RAINT VT B O B

Plan for future housing

S ANl ]

Budget and Contract
Management Section
i i - RS O =i e A P

Tenders, contracts management and process of related documents for
facilities construction, renovation and maintenance

Mk B O 7N ADEAf | fE | MEFFE BRI AR D AFL K O & B
N B EFFA DR

Facilities budget control and process of related documents

MR TS BE K OB RO MERL

Ancillary works relating to tenders, contracts and budget management
(inspection, payment, application, submission, notification, transaction
with and reporting to the CAO, disclosure of information, fixed asset
management)

FRRICATRE T D3R (X - SCEAFfoe, HGS. Ja . PN & L&
R O | WA, B EEE )

Vice President for Communication and Public Relations

BIZER (LA Y)

Communication and Public
Relations Division
T 4BV ar

- Assistance to the Vice President in internal/external communication and

outreach and translation/interpretation services

A ERAZ L DD K O BB IA s B D S 4% . FHAR & UMl RR 655

Digital Content, Brand and
Design Section
TOBNAL TN T TURT
YA ay

Web design and development

V=T THA T R_ay T A

Public web and social media

VTP AR =TV AT 4T D - B
Multimedia production

~ VT AT 4 T HIE
Media Relations Section Press relations
AF T s 7L ABR
Writing
JRERGE S DB

Marketing and Branding
Section
N=TTAT KT T T A
Terar

Development and implementation of OIST brand strategy and identity
OIST 7T REIE e N7 A7 T4 7T 4 D3 & F it

Creation and management of marketing campaigns and promotional
materials

=TT AT F = RO RE RO Rk & B

Market research and audience analysis to guide communication
strategies

IIa = — T a K AE T D O TR A L O 5238 b

Brand consistency management across all University communications
RFRERDAI 2= — a2 ZBIT 57 70 R — B0 E
Evaluation and measurement of marketing initiatives' effectiveness

~ =TT 4 T HR O A REOFHE & OHIE

Internal Communications and
Events Section

A B —F NAI2=—ar
AN NI a

Planning and coordination of internal communications across the
University

KFPEEROWNEH A 2= —a O KOG

Development and management of internal communication platforms
and materials

N2 =S —2ar DT Ty 74— R OE B OBHIE &8
Organization and coordination of university-wide internal events
KEFERO PN AR SO ] J DG

Support for departmental communication initiatives and event planning

PRI 2= — S al iR S OA SR EHBI O SO HE
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As of June 2, 2025

Description Regarding Responsibilities and Duties / FTE¥£%

Vice President for Human Resource

BlFR (NBHEY)

Human Resource Division
ANET4EVar

Support to the Vice President in strategic planning and general
coordination
AP RICE D K OGO S

HR Management Section
NFEwRTA NI Vay

Recruiting, Onboarding, Promotion, Transfer, Departure, and HR
Consultation

B AR =T g7 Bl AR, NFa LT —iar
Employee Relations

Gty

Performance Evaluation

eSS ON: 2 i)

Compensation and benefit

I

Cultivate community across OIST through promotion of diversity, equity,
and inclusion (DEI)

LRk N EVE- A7V —Ta (DED O BAEHEE 28 U - 2107w 8
e FLBI RS FH DEERL

Advisory on DEI best practices and procedures related to University’s
mission in research, education and innovation

KEFITBITIDMIE - HE A /= a BRI T DM A IEME A
70—z (DEN KSR -Bh S

Business Travel Support Program administration

BV RARNT LY IR — 0T LD

HR Operations Section
ANF¥EHBEIvay

Employee Data Management (employee record, agreement and
attendance management)

NFET — 2B (NFRiek, T Fie, 85

Payroll Operation

fa bR HED

Social Insurance Administration

A PRIRZERS

Learning & Development
(L&D) Section
RE/IBAFE B VA

Talent Development

YN 7D

Talent Exchange Liaison
ANFAA—T 4 R —ar

Associate Vice President for University Community Services

HRIFR (K¥Fala=T 44— —ERHEY)

University Community
Services
KFAZ2=T 44— —E R

Assistance to the University Community Services Director in strategic
planning and general coordination

RFAIa=T 4= —E R T LI Z— T LD K O A R O 3%
Organization and oversight of food services for faculty, staff, students
and visitors

HBUE . T IMEERGET D7 — R —EAD KRR E
Management of café and restaurant premises

BT x g O AT i gk 0O B

Provision of administrative support for CDC

CDC (TR D F W5 2 47

Recreation Services
L)z — g —E A

Provision, coordination, and support for clubs and other recreation
activities for faculty, staff, students, and their families

O, P MOFEOFRBEENGRET D077 FDML ) m— a4
Ut S AT Y RO E 7

Development of recreation and well-being programming for faculty,
staff, students, and their families

HERE . 4 M OFOF R SRETHL I —a O )L —
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As of June 2, 2025

Description Regarding Responsibilities and Duties / P ¥%s

AT T AORFE
Management/oversight of recreation facilities on the main campus
AL F L RANDL ZY T i 2 0O H - Y8

Resource Center
U —2 o H—

Provision of information and support services to assist faculty, staff,
students, and their families in their daily lives

BIRE . FHE ROZEDOFEE G LT 5 B EATRIZE T 5 it &
O3

Provision of educational support and services for non-Japanese children
of OIST faculty, staff and students

OIST DAME N Bk B K OVFAEDFIZIANT 7o 2808 AR — B AD#E 4k

Ganjuu Wellbeing Service
MALYHIP—E A

Provision of a range of services, including advice, consultation, and
psychological therapy, to support the wellbeing of faculty, staff,
students, and their family members, and training and workshops to
build organizational health and wellbeing

BIRE ., T KOFEDOFIRED L OWEFEZ SR T 5720 0B E | FHik.
DEEVEZ B TR —E X W TNT, f A CPmE ok 2 giE B
B DWHE K T — 7 > ay 7 Ol

Language Education Section
TV T A —ar
v ay

Language training
VA A AN/

Child Development Center
(cbq)
FXANR T 2y T A b
'S —

Provision of pre-school and school aged programs designed for children

of faculty, staff, students, and visiting researchers

BHE . T RO T4 VY —F v — D15t G LT DRI D
BB (TR =N TarT0) kRO 2Rl 27 0r7

L UNRERE T 077 L) Ok

Relocation Support Service
Section

EMEY R =M —E Xk
Ve

Relocation Support

HEMT 3B

Manages/processes visa (residence status)
TERE R PR e

Manages/processes co-signer for housing contract
EEEAERRREDOE P - FheE

Educational Support Services

HHEPH——E 2

Provision of Educational Support Services for Children in the OIST
Community. The services including gathering information on nearby
schools (public, private, and international schools), coordinating with
these schools, and providing parents with information on available
educational options.

OIST A= =T 4 DX ROHE R —E AD#AL, —E R, T
BEEAE (ANFLST . A B —F L at LAY — L) DIEHINE AR L O
. R TR DEE AT v ar OF RIS 1D,

Outreach and information gathering targeting educational institutions,
corporations, and education professionals for the attraction of
internationally recognized high-level high schools (e.g., IB-accredited
schools) to Okinawa. In addition, study and evaluation of sustainable
international school models aligned with the region’s characteristics and
educational needs.

R~ D EFRAIZER O b vTomAKED &R (B« IBRRER) #HEUC
M. BOEHREE - 2 - ABEBMREFE~DT 7' —F B LT OFRIL
21T O, Flo. HBFMHATE =— X2 LR rTRE R A1 o ¥
—F T aFNRT —LETIOLORE - BatE1T 0,
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