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Call for Project Specialist (Fixed-term Project Staff)
at College of Design Planning and Coordination Office, The University of Tokyo
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The University of Tokyo is planning to establish a new educational program named the UTokyo
College of Design, which focuses on interdisciplinary learning and problem-solving beyond
existing academic disciplines. It is centered around a broad concept of design, including the
transformation of social systems.

We are seeking to hire staff members for student recruitment and admissions of the UTokyo
College of Design. We welcome applications from committed individuals who have
experience in international student recruitment and admissions at universities
(undergraduate).
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period From the earliest possible date after April 1, 2026 (negotiable) to March 31,
2027
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The contract may be renewed. If renewed, it shall be on an annual basis. It
may be renewed once and the final date of the employment is March 31,
2028.

Renewal will be judged based on the budgetary situation, the progress of the
work engaged in, remaining work at the end of the contract period, work
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performance, work attitude, health situation, and other factors.

NB: This is a call to recruit staff members who will work on the development
tasks for the UTokyo College of Design. Once the development phase is
completed, there will also be a call for staff members who will work on the
operation and management tasks of the UTokyo College of Design.
Development team members may also apply for this call. However, these
application procedures are completely separate.
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14 days from the date of hiring.
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College of Design Planning and Coordination Office (7-3-1 Hongo, Bunkyo-
ku, Tokyo, 113-0033 JAPAN)

Possibility of ordering the change of the work place: In principle, within the
sections managed by the Office.
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Following work related to the establishment of UTokyo College of Design.

(1) Planning, coordinating, and implementing the admission process for
undergraduate students to accommodate a global range of applicants.

(2) Planning, coordinating, and implementing the student recruitment and
public relations activities for this purpose.

(3) Researching, gathering and analyzing information on student admission
and recruitment activities at other universities (domestic and overseas)

(4) Other work related to College of Design Planning and Coordination Office.
* UTokyo College of Design intends to accept a diverse range of students from
all over the world, including Japan, and student admission and student
recruitment will be carried out both domestically and internationally.

*The position may require business trips domestically and internationally as
needed.

Scope of changes to the job description during the contract period: The
University may reassign employees to different positions, or assign them to
additional positions.
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Working hours: 7 hours and 45 minutes per day (9:00-17:30 *12:00-12:45
break)

% Overtime work may be ordered.
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Saturday and Sundays; Statutory public holidays of Japan; Year-end and New
Year holidays (December 29 through January 3)
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Annual paid leaves, refreshment leave, marriage related leave or funeral
leave, etc.
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Annual salary system in accordance with the University of Tokyo
Regulations, with a monthly salary of ¥350,000 - ¥500,000 including Merit
Based Allowances. (Salary is to be determined according to qualifications,
ability, experience, etc.). Commuting allowance is up to JPY55,000 per month
at maximum, in principle. Overtime allowance will be paid.
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Eligible for MEXT Mutual Aid Association (health insurance and pension
schemes), employees’ pension, employment insurance, and workers’
accident compensation insurance in accordance with laws and regulations.
*MEXT: Japan's Ministry of Education, Culture, Sports, Science and
Technology
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Applicants must:

(1) Be able to work using Japanese.

(2) Be able to conduct business communication (telephone calls, emails,
meetings, etc.) in English.

(3) Must be able to smoothly create documents and materials using Microsoft
Word, Excel, Power Point, etc., communicate using tools such as Teams, and
manage online meetings using Zoom.

(4) Must be able to demonstrate strong teamwork skills and the ability to
collaborate effectively within and beyond the university to ensure smooth
task execution through coordinated efforts.

Applicants are encouraged to have:

(5) the experience of international admissions and student recruitment in
institutions of higher education (whether public or private, national or
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https://www.u-tokyo.ac.jp/ja/about/jobs/r01.html
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(1) Curriculum vitae (In English or Japanese)

Please download the UTokyo’s format from the website below. Do not attach
photos.

https://www.u-tokyo.ac.jp/en/about/jobs.html

(2) Work history (In English or Japanese, free format, one page in A4)

(3) Aspirations for the job (approximately 500 words in English, free format,
one page in A4).

(4) Documents proving English language skills (e.g. scores from TOEFL,
TOEIC or other English language examinations), if available, a copy of which
should be submitted.

FEEFEHOEF 7 s AN N URLIZTY y 7H—F LT RSV, 10MB LAD Y4
XT1ODPDFICE L, 774 NGICAHTI e &F e BEEL XV, (fH : first
name_family name.pdf)

% 2~ 3EEHDNICZEHREA —LPEIZVEEIEBEVWEDE T X\,
Please compile all necessary documents in one PDF (10MB or smaller) and
indicate your first name and family name in the file name (e.g. first
name_family name.pdf) Please upload your application documents to the
following URL:

*If you do not receive a confirmation email within 2-3 business days after
you have submitted the document, please contact us.
https://univtokyo-my.sharepoint.com/:f:/g/personal/3163220518_utac_u-
tokyo_ac_jp/IgCuEYvl6sZMQYvSHhvn2mUCARpFWO491U61zBs3SXW7olk
KZDVY o727V 7L TH7y 70— F¥A PPEFICRRSINRNGEEIE
D77 Cikd, —EPDF 2Xv>ra— L ThoY Y I%2 )y LT
7Z2E W

* If the upload page does not display correctly when you click on this link,
please try using a different browser or download the PDF first and then click
on the link.
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17:00 on Tuesday, March 31, 2026 (JST) or until the position is filled. Those
who pass the document screening will be interviewed.
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UKAWA Kenya, Manager for Admissions for College of Design, the University
of Tokyo

KONDO Risako, Management Strategy Team (in charge of UTokyo College of
Design), Management Strategy Group, the University of Tokyo

e-mail: recruitment-utokyodesign-au.adm[at]gs.mail.u-tokyo.ac.jp
XBHARREBF A —MICTBEVOELET, X — VR ERIZ LR at) 2 @Ic £
LTLEENW,

* Please contact us via email. Replace [at] with @.
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The University of Tokyo
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Smoking is prohibited on the premises (smoking areas are located outside)
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(1) Submitted documents will not be returned. Personal information is
handled carefully according to the Privacy Policy of the University of
Tokyo, and will be used only for the job selection process.

(2) Travel cost will not be paid in screening process.

(3) For details on work conditions, please see the University of Tokyo
Regulations on Conditions of Employment of Fixed-term Academic and
Administrative Staff.

(https://www.u-tokyo.ac.jp/content/400062350.pdf)

(4) The University of Tokyo promotes gender equality and actively
encourages women to apply.

(5) If you are personally in contract with foreign governmental bodies,
corporations or universities, or you are in receipt of a large benefit
(financial or any other form) from foreign governmental bodies during the
period of your employment, the provisions of the Foreign Exchange and
Foreign Trade Act (FEFTA) may prohibit or restrict the sharing of
technology that are designated as controlled technology possibly making it
difficult for you to fulfill your duties as an academic or administrative staff
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of the university as a result. Therefore, in such cases it is necessary to keep
such contracts/benefits within the scope where it does not hinder the
sharing of technologies necessary for your duties by the university.



