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Part-Time Job Opening at the Graduate School of Education,
The University of Tokyo

Title: Project Academic Support Specialist (part-time) 1 person

Contract Duration: Starting as soon as possible from 2019/10/1 ~ 2020/3/31

Renewal of Contract: Possibility for Renewal

Probationary Period: 14days

Place of Work: Graduate School of Education, The University of Tokyo (7-3-1 Hongo

Bunkyo-ku Tokyo, 1130033 Japan)

6. Affiliation: The International Exchange Office

Graduate School of Education, The University of Tokyo

7. Application Requirements:

1. Applicant is a native English speaker or a non-native speaker of English with near
native-speaker-level English proficiency.

2. Applicant has a M.A. in the humanities or social sciences, or has equivalent
experience in English editing.

3. Applicant is capable of reading and communicating in Japanese.

8. Job Content: Assisting graduate students, etc. (both Japanese and foreign students)
at the Graduate School of Education, the University of Tokyo, in the
following areas:

*Checking the English of academic papers and abstracts.

*Assisting in the preparation of presentations for international
conferences (e.g., checking conference slides, conducting workshops
on how to present at international conferences, etc.)

9. Working Hours: Part-time, total 10 hours approximately (over 2 days) / week.

¢Some overtime may be necessary.

10. Holidays: Saturdays, Sundays, national holidays, and year-end through New Year

holidays (12/29~1/3)

11. Vacation: Annual paid holidays

12. Salary: 2,010 — 4,500 yen per hour based on experience and qualifications.

Commuter allowance paid when it is eligible. With overtime pay.

13. Social Insurance: This position is part-time and not eligible for health insurance,

pension, or employment insurance through the University.

14. Application procedures: The applications will be screened, and candidates who pass

the screening will be contacted to set a date for an interview.

15. Applications (in Japanese or English) must arrive by August 26th, 2019.

16. Applicants are asked to write their applications in Japanese or English. Please

include the following:

(1) the University of Tokyo standard resume format
(https!//www.u-tokyo.ac.jp/en/about/jobs.html) with your picture, your signature,
educational background, work experience (especially in English editing), any academic or
social activities of relevance, qualifications (e.g., translating qualifications), (2) a summary
of teaching/ research experience in academic institutions (1,200 words in Japanese or 600
words in English), (3) degree certificate or equivalent, (4) publications (with a * mark on
refereed papers), and any other points of relevance, (5) a one-page reason for applying, (6)
up to three examples of research papers listed in your resume.

17. Submission: Please send the application by registered mail (simplified registration)

with [ERRAZHEE LT LRI B S EHAE T | written in red on the envelope to:

orl o

T113-0033 SCHRXAHST-3-1
W RKFERFFREE F RIS T — A
18. Contact Information: Tel: 03-5841-3904. Email: edushomu@p.u-tokyo.ac.jp

The submitted material will be used strictly for the above-stated purpose. Submitted material
will not be returned to the applicant.
19. Recruiting Organization: The University of Tokyo
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