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Application Guidelines for Lead Academic Specialist/Academic Specialist (English Writer/Copy
Editor)
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Nagoya University is seeking a highly skilled specialist in copy writing/copy editing to create content
and review materials for all communications and public outreach activities in the new International Public
Relations Office.
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1. Job Title/No. of Positions
Lead Academic Specialist/Academic Specialist (English Writer/Copy Editor), 1 person
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2. Affiliation
International Public Relations Office, Global Strategy and International Engagement (planned to
be established in April 2022)
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3. Job Description

(1) This person is the key content creator and reviewer for print and web publications that support
the International Public Relations Office outreach activities

(2) Develop and support university-wide international public relations activities through
collaboration, and regular contact with central administration, schools, graduate schools,
programs, etc.

(3) Create written and other types of content for English-language PR materials (including
promotion of international education programs)

A) Receive assignments and write English copy for publication across all communications
platforms. This can include speeches, full-length features, brief articles, profiles, social
media posts, news releases, e-mail newsletters, web content, brochures, and video scripts

B) Plan, write, edit, produce, and disseminate publications across all communication
platforms

C) Copy edit and proofread International Public Relations Office materials

D) Attend university events, such as lectures, conferences, and student events, to cover and
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write stories
Collaborate with English Science Writer and English Digital Content Manager to create and
distribute written and other types of content
A) Create, edit, proofread, and distribute English-language press releases related to research
results
B) Support Departmental press releases aimed at international target audiences
Other duties related to international public relations
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Place of Employment

Nagoya University Higashiyama Campus (Furo-cho, Chikusa Ward, Nagoya)
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Application Requirements
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Applicants should possess a bachelor’s, master’s or doctoral degree or possess knowledge and
experience related to the above duties

Applicants should have experience in English-language translation, English-language editing,
and/or English language writing

English proficiency: Native speaker or native level proficiency

Japanese proficiency: Applicants should ideally have passed the Japanese Language
Proficiency Test Level N2 or above. However, applicants with a degree in journalism or other
related discipline and/or experience as a science writer or copy writer do not require any
Japanese proficiency

Applicants preferably should have experience in using various graphics and video software
to create and update CMS-based websites (Please indicate in your application which graphics
and video software you can use)

Applicants should have high-level communication skills and be willing to contribute to
building the new International Public Relations Office
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Working Conditions

(1) Employment term: April 1, 2022 or later — March 31, 2023

The term of employment may be renewed depending on performance evaluation results. The
maximum employment period is 3 years from the hire date. The maximum employment age
is 65 years of age; the contract will expire on March 31 of the academic year in which the



employee turns 65 years old

(2) Working days and hours: Monday—Friday 8:30 a.m.—5:15 p.m. (break time 12:00-1:00 p.m.)
Daily working hours: 7 hours, 45 minutes
Weekly working hours: 38 hours, 45 minutes
* Note that overtime work may be assigned.

(3) Holidays: Saturdays, Sundays, National Holidays, end-of-year holidays (December 29—
January 3)

Leaves: Annual Paid Leave, Sick Leave, Special Leave (in compliance with Nagoya
University Rules)

(4) Monthly salary: To be determined based on the applicant’s experience and other qualifications,
based on the University’s annual salary system and in accordance with University Rules. (we
estimate the range of the annual salary to be between 4,000,000 and 7,000,000 Japanese Yen)

(5) Social Insurance: Enrollment in health insurance (National Public Officers Mutual Aid
Association), Employee’s Pension, Employment Insurance, Worker’s Compensation
Insurance

(6) Other conditions are determined by the employment and payroll regulations of the Tokai
National Higher Education and Research System.
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7. Application Method
(1) Application documents
Please submit the following documents as a single PDF file by email. Please write
“Application for English Writer/Copy Editor” in the subject line.
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@ CV including a list of awards and relevant achievements in the field, and graphic design
and video software the applicant can handle (photograph attached, with e-mail address
indicated (mobile phone e-mail addresses not allowed))

@ Past performance relevant to this job posting that show your qualifications (A4-size
paper, 1-2 pages, in English)

@ Aspirations for duties (Ad-size paper, 1-2 pages, in English)

@ Reference: Name, affiliation, and contact information for 1 person who can provide their
opinion on the applicant’s work in public relations

® Other supporting documents relevant to this job posting that show your qualifications
(2) Application deadline
December 24, 2021 (Friday) at noon (Japan time)
Please send all the documents in PDF format to the following email address. (Please make
documents as a single PDF file if possible.) Please write “Application for English
Writer/Copy Editor ” in the subject line.
E-mail: uzjapan[atladm.nagoya-u.ac.jp ¥ Replace [at] with @.
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Selection Method

In-person or online interviews of short-listed candidates will be conducted after document
screening

(Applicants who are invited to interviews will be contacted individually)
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Contact Information for Submissions and Inquiries
(1) Inquiries:
Dr. Matthew LINLEY
International Education & Exchange Center, Institute of International Education & Exchange,
Nagoya University
E-mail: linley.matthew[at]j.mbox.nagoya-u.ac.jp > Replace [at] with @.
(2) Submission of documents:
Ms. Yuriko NISHIZAKI
International Affairs Division, Education & International Affairs Department, Nagoya
University
E-mail : uzjapan[at]Jadm.nagoya-u.ac.jp > Replace [at] with @.
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Other Notes

(1) Applicants are responsible for their own interview travel expenses.

(2) After the screening process has concluded, all submitted documents will be properly disposed
of in accordance with Nagoya University Rules on personal information protection.

(3) Nagoya University promotes gender equality.
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