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JOB OPENING 
 
 
 
Position: Coordinator (chargé de mission) 
 
Assignment: Institut Pasteur Representative Office in Japan  
(bureau de représentation de l’Institut Pasteur au Japon) 
 
Report to: Department of International Affairs (Direction internationale),  
Institut Pasteur, Paris 
 
Job overview: 

We are looking for an organised and analytical Coordinator with exceptional 
communication and problem-solving skills to represent the Institut Pasteur (IP) in 
Japan, provide support for its activities in the country, and promote the visibility of its 
presence and its missions. 

You will facilitate communications with partners in Japan; connect scientists 
and representatives from IP, the IP International Network (IPIN), and Japanese 
organisations (academic, public, and private) with relevant parties; provide 
assistance to the Pasteur Japan Foundation (Fondation Pasteur Japon/FPJ); and 
organise promotional activities. You will be in charge of various administrative tasks, 
including managing correspondence, organising visits, participating in meetings, and 
disseminating information. You will also analyse and optimise office processes and 
policies, develop creative solutions to problems, answer questions, and take part in 
financial planning and decision-making. 

To succeed in this position, you should be committed to providing attentive 
support for both internal and external parties, as well as ensuring consistent and 
efficient operations. You should be courteous, analytical, proactive, and organised. 
 
Duties and responsibilities: 

 Serve as the contact point for IP in Japan 
 Facilitate interactions between IP departments1, IPIN, and various partners in 

the country, including the FPJ and the French Embassy in Japan 
 Answer questions and find information for researchers, industrial partners, and 

members of the general public in Japan who are interested in research, 
innovation, and collaboration with IP and IPIN 

 Raise funds in partnership with the FPJ to: 
o Support IP and IPIN research projects in Japan 
o Provide scholarships enabling Japanese post-doctoral fellows to work 

at IP or within IPIN 
o Provide scholarships enabling Japanese post-graduate students to 

pursue PhD and/or master’s degrees at IP or within IPIN 

                                                        
1 Direction internationale/DI ; Direction des applications de la recherche et des relations 
industrielles/DARRI ; Direction de la communication et du mécénat/DirCoM 



  Updated: 2019-07-09 
 
 
 

o Support the development of the FPJ 
o Organise meetings, workshops, and conferences 

 Handle basic office duties, such as answering and routing e-mails and calls, 
as well as data management (entry, maintenance, and reporting) 

 Ensure that the office is well-maintained, organised, and secure 
 Assist with special projects, such as improvement and development of 

policies, processes, and budgets 
 Promote IP in Japan through communication activities, such as mailing 

campaigns and brochure distribution 
 
Qualifications: 

 Educational background: at least a PhD, preferably in life sciences 
 Professional experience: at least 3 years 
 Languages: fluency in English; knowledge of Japanese or French is highly 

appreciated 
 Understanding of Japanese and Asian culture, tradition, and philosophy 
 Personal characteristics: cooperative, proactive, positive, patient, courteous, 

professional appearance 
 Business skills: 

o Exceptional interpersonal, written, and verbal communication skills 
o Creativity and problem-solving skills 
o Solid presentation skills 
o Strong task and time management skills 
o Basic mathematical skills; understanding of basic financial concepts 
o Proficiency with office technology and equipment, including computers, 

printers, scanners, and copiers 
 
Application procedure: 
Please send your CV, cover letter, and two references to omar.choa@pasteur.fr 
before 30 September 2019. 


