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Japan-America Society of Indiana
INDIANAPOLIS DOWNTOWN OFFICE: Seeking Japan Program Coordinator

The Japan-America Society of Indiana (JASI) has an opening for the full-time position of Japan Program
Coordinator. This is a key position working for an organization dedicated to fostering relations between
Japan and Indiana.

About the organization.....Founded in 1988 by community, business and academic leaders, JASI is a not-
for-profit cultural and educational organization whose mission is to serve as a bridge of friendship
between the people of Indiana and Japan. The Society is supported by a diverse membership with a
statewide focus, including over 1,200 corporate representatives, individuals, families, communities, and
academic institutions throughout Indiana.

JASI sponsors a wide range of cultural events, networking receptions, business briefings, and public
affairs presentations that explore current issues in the Japan-U.S. relationship.

Under the supervision of the Executive Director, the Japan Program Coordinator (JPC) is responsible for
the following:

e Partner with senior staff in the creation, development, coordination and administration of
programs, seminars, communication and major events for JASI members and the Japanese
community, including for Japanese businesses, executives, families and individuals.

¢ Actively network and interface with potential and existing members via phone calls, emails, office
visits and JASI programs.

e Participate in membership recruitment and retention for the Society.

e Requires flexible schedule and ability to meet with potential members and guests outside of
regular office hours.

e Participate in membership recruitment and retention for the Society.

e Provide support in the translation and interpretation of JASI’s official organizational
communications, and occasional translation support for JASI members.

e Help to facilitate communications with Volunteers, both Japanese and American, and assist in
overseeing and coordinating volunteer tasks, schedules and projects.

e Serve as JASI’s primary information resource in Japanese. Respond to information requests (in
conjunction with other JASI staff) from Japanese and American members and the public.

e Periodically represent JASI vis-a-vis government and community offices.
The Japan Program Coordinator is a full-time, permanent position.

Position Requirements:
e Bachelors Degree, from an accredited college or university
e Must be fluent in Japanese (written and verbal; native level fluency required)
e Proficiency in the use of Microsoft Office Suite (familiarity with Access is a plus)
o Excellent written and verbal communication skills
o Flexible, skilled at multi-tasking, detail-oriented and organized
e Strong interpersonal skills
e Flexible schedule
e Own vehicle/reliable transportation



e Valid work authorization required

Compensation/Benefits:

Competitive compensation (commensurate with experience)

Fully paid health insurance (for permanent, full-time associates)

Paid parking

Mileage reimbursement

Qualified individuals may apply in confidence via email at employment@japanindiana.org (resumes
should be attached in plain text or MS Word format with “Japan Program Coordinator” as the subject.)
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