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HLAB 2019 %4 7R— K Job Description

24 (X% - President / Chief Executive Officer (X3 : W& &%)

S 4RI - Vice President (XX : B8 dH - #H)

1TR &’ - co-Chief Operating Officer, Japan (XX : EfM)

co-Chief Operating Officer, Global (Written by Wataru Tomioka / Yuta Inaba)

MTR : AEHHET 1 LY 82— - Leadership Program Director (XK : i)

WITR: ZFS vy avX8mMEMGT ¢« LY 82— - Admissions Director (XK : FH)
WITR : SnEXMET « LY 4— - Participant Experience Director (X¥ : )
Operations Team: Director of CM Admissions & Training (Written by Wataru Tomioka)
Operations Team: Director of CM Logistics (Written by Wataru Tomioka)

R#ER & - Chief Financial Officer (X : 24)

Et# B : % T « LY 2 — - Financial Operation Director (3C¥ : $f#l)

¥R : 1% T« L& 2— - Financial Development Director (XX : EE)

L85 ) T4 T 1 TB/E - Chief Marketing Officer (3(¥ : #H)

EROVIAT4TR: KA > FF 4 LY 42— PREvent Director (XX : #iH)
EBIVIAT4T®: *T4 7 T4 L9 %— - Media Director (XX : #H)

BBROIVIAT4TR: VT4 5T 4T T4 L%H4%— - Creative Director (XK : #EH - #)II)

PR & Creatives Team : Public Relations and Marketing Director (Written by Kosta
Karakashyan)
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PR & Creatives Team : Alumni / Community Outreach Director (Written by Kosta Karakashyan

)
FRE - Program Director (XXX : 73 - KI§ - Al - B# - Xi& - XR)
IT¥4 L% &— - IT Director (3¢ : #H - j&HH)
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HLAB 2019 %4 7R — F Job Description

HLAB 2019 @ ¥ ¥ 4 7I1Z4BE(F. HLAB 2019 [ZZE&AR—FE L THbh -T2z EEL
THYFET, HLAB 2019 Z&ER— FIL2018FE10A M 52020F3 A £ THILMICHLABDEE (ZHT-
Y. HLAB 2019 @it EIFMSZRBICH T 2BRRECKFAEMBICETETOD I TR A
VIDEREEVET, HBETHRINSIERAFEOFER—FE, F—7 - #igHKKRE - T4 LY
A—IZKAESNET,

F—T EIT HLAB 2019 2KIZE T HERREICHEDL L EXZE L. FENREK (President/ Chief
Executive Officer) [ZI1Z. ZDHHR— FZESEIKFEF (Vice President) . EEORBETHLIHTH
& (co-Chief Operating Officer, Japan / Global) 2% . Bf#%BEFE& (Chief Financial Officer) . A%k
91 T4 541 TBRBEEK (Chief Marketing Officer) M6%& THEREINET,

RIZ, HEBERAREBEY T —R I —ILEEMBICET3E3NFHE IV TATSLAMXT U ITDEE:
B\, #E T EIZEER (Program Director) . ElZE&& (Director of Program Development) .
Camp Mentor Site Leader M3Z T DTHEMINET ., (CXEIERE - Director of Program
Development # & U Camp Mentor Site Leader(3#4£R— KIc&EhEEA. )

TaLIEA—LiE, ERROTIZEBR SN, SYBENICRBROF—LIRT A b, HBGEE
EITICEDSEZEBLET,

5#. HLAB 2019 TIIEFBHAENH, SN HHI60B D * 2 — (Camp Mentor) & #HITL Y RLY
TS LFEYLEFBIEEZBEIC, FO—NILERZER—FBRERTTVEST, COJO—\L
BRZRICE, NEED0AL LLFBREFETCLVADIGELZHFFTEYET,

THROSKEEZCEREWV-LET. SHELEEL,
KEECHHEEZZTHTTOSIRBOALHLTEYVET,

BEHDOCIEEE. HLAB2018 24 /R—F—F., DEYBHELLTHYET,

HLAB 2018 4 /KR— F—[d

HLAB 2019 Organizational Structure

BEREETS6H President | BAEBHEROHICTSSE |
E 1 6 p05|t|ons_ma|nly m_charge of | President (C EO) 1 5 positions mai_nly in cha_rge of |
decision-making : external relations activities

co-CO0 co-CO0 Program Program Program Program .
(JPN) (Global) Director Director Director Director §
TOKYO TOKUSHIMA :
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* Director (Japan) / Director (Global) / No Directorship Position
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* BEIREEZTFHFTODHEE

> F—7T (HLAB 2019 Chiefs)
AR FE (President / Chief Executive Officer)
FHEIREK (Vice President)
#$ITHBE (co-Chief Operating Officer, Japan)
#MITRBEEK (co-Chief Operating Officer, Global)
Bt#BBEE (Chief Financial Officer)
LY ) T4 T« TRBEE (Chief Marketing Officer)

> i %EE (HLAB 2019 Regional Representatives)
K& TORERETREE TIEIRE
m TOKYO
e ZE K (Program Director)
m OBUSE
e ZEBFR (Program Director)
m  MIYAGI-ONAGAWA
e ZFEBE (Program Director)
m  TOKUSHIMA
e ZFEBEK (Program Director)

> T4 L% % — (HLAB 2019 Directors)

. BITH
ANEHHET 1« LY 42— (Leadership Program Director)
7 K2w3a v XT 4 LY Z— (Admissions Director)
SMEBXIGT « LY 4 — (Participant Experience Director)
Camp Mentor Admissions & Training Director
Camp Mentor Logistics Director

s BB
o FHLFHT 14 L% % — (Financial Operation Director)
e J7YRLAPUYTT 4 L% % — (Financial Development Director)
m LHIVIAT4TR
91 TA T4 7T+ L% 32— (Creative Director)
[L#R4 N> T 4 L4 2 — (Public Relations Event Director)
AT 47T 4 L% Z— (Media Director)
Global Public Relations & Marketing Director
Global Alumni / Community Outreach Director
m CEOET
o ITT4LYA—

& BEERFTa—L
KEEFIRRBAICTHE, HLEF US4V ETTVET,
XEEFEBICEHEZTO LA LWMEAFXTHERCEEEL,

> AR (President / CEO)

m SE Y] : 9A6H 23:59 (JST)

s EEFEB:9A8H(L). 9A(H)
> F—7 (VP, co-COO, CFO, CMO)

m GE XY : 98118 23:59 (JST)

s EEFEB:98158(1). 16H(H)
> EEZE R (Program Directors)
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m GE XY : 98118 23:59 (JST)
s EEFER:9H158(1). 168(H)
> O

m SE XY : 98118 23:59 (JST)

s EEFER:9H158(1). 168(H)
XF—7 - EEZEROEEZELAMICTSEFRLE. BRFPEELINERIZA
HAREMNTEVNET, FPOITELCEEL,

> 4 a—/\L - F—T# (co-CO0)

m SE Y] : 98168 23:59 (JST)

m @EEFPEHR: 9A17H~30H

> 48—/ - T4 L% 5 —4# (Global Directors)
m SE Y] : 98308 23:59 (JST)
m EEFER:10AH

1. Job Brief

a. EBRERE : 2ERRE, HLABIZZEHT ARXFEDERERREE THD, EAMLERRE
TRBEAEHBRUERBICEVWTERT 50, RENAF --5HE. FLARGREVVELISS
FFEERRDERULEERREEEZF >DTERREET S,

b. H5NiEE : FAERKRE, HLABOFAEZREK L THLABOXIESE - i hBE LG LT HEEE L
TREGSNEERNZITE D,

c. IRVAVE: ZERRE. ZER—FBLURELEEERELARDI R —Ur—ELLTER
BLUHBICEET A N—ITRH LT 4=y TEREL, iz FELHHBEIZE
Do

d. 2#6EE : FERRKRE. HLABEADOES ZIBIEL. TOETICEEZZES . FEDBEZICH
LTAREBEZAHRTDa—IL - TRERTE (FREEE) . EE (R+TREh. BORESR
L. MENRELBVWESIZFHL, FLRELEBEICIEERICHI-YKREILT, ETT
%o

2. Responsibilities

a. BIEOI—T4127. TOMEET—T 1 T DHRE
AR —%IE L ET EEREFTADEINEE
BT —X U —)LEEMEGH. EREOEEL - X
HLABAERR 2w 7 &L REHEEZRE (EC-CM) LD
PERRETOHRETHIITERLVIAIAZTFAIRTAY MIDEER
ZOMHLABE EET 5 L TREL SN DEELM

=0 oo0o0T

3. Requirements
a. EBEEICELLIAUN—RUHEEBNOHBAHE - ZIEELOEERFREEEL. BBMNIC2Z2=
r—avTES,
i. BAZBRECHRWVEER—FERAFIZTA ROy avERYEIT, HBEEEED
BLEMNTEDHEETNDIZIaA-y— a3 VEEN
i. HABOSERIZEIT THLABOR Y HACHRREERIET SN
ii. Lo el SBT3/ Yy RE—X25H
iv. F—LAHONCBEZERY . A UN—HPABICEBEEODIEICVELZIZI A= r—
avERNdAH
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b. BEAFEAELTLWAKRIZEVWTHERZHEL. MYBORERBEZHEEICL. FEMRICH
LTCERNLEEREERTTE S, FEMRREN. REMNEZH, D, E1TH. EEREE
T5IE,

c. TRTSLAAMFUTIZEVNWTHLMAEEZE. £ LLEEHLY Z1T7o:-88BAHY. HLABD
R EARETEHAELTWS,

d. ##IcBVNTY— 44—y TR 3 VIZROEBEBAHY ., F—LIRT AV MIBELTHE
BhH 5,

1. Job Brief
a. 26D BIRREIFAERKRLEEICHLABEADER ZBEL. TOETICEEXZZAES . BE
DEEIZH L TALEFEETAART D 1—)L - TEEHRTE (F:EIEE) . B8 (GRITRL.
BOWR) L. BEI/RELLGVESITFHL, FLREELLGRICKFERREHKITHDLE
o THENLEERRERSZ &,
b. RRADAVE : BIREREZ. REZEEBEEZELAROIFR—Cr—DIALE L THBOEREZS
WRENMNSEEE LEEIZIES,

2. Responsibilities

a. BIEOI—FT42T5~0DBM

b. &Y T—RY— LB, KBMOBEL - FHE

c. FERRETORETHAITELRLIUVIAZIa=-T4IRTAVMREDEE

d. 2018FEICEVTRE TAENDBEIZHE 2RI DIMIE(RPEEE, TP A2 FHE,
1on1, 360°FB. I/ O#E{E. SSEXDHES. "— FEABE)

e. TOHMHLABZEET I LTHRELINDEREM (REEAVAYLY, BER—F T+
O—7v 7%)

3. Requirements
a. TATSLAAMFUTICEVTHRLDMGERE. 3 LEEHY #T7o8BAH Y. HLABIC
DWTCHAIRETEELTWSI &,
b. HLABOMEZ®RH L TLWAHEICK L THEEBHICEZEZHKT. BEEZ—MRIELTERSI L
NTCEBI L,
c. PDEREERNIFNMICEELEMBICSNT, REEETEL., BBEAERICH L TEKRMLHE
KRERTTED, TORHOMBERREN. HIH, ETHEETSH L,
d RBPrHgFBAfAUN—LOEBRBAGREZEEL. BEBMICOI2=4—>30TESLI L,
i. ZBTORZTLTHEOAUAN—IZHLT, PHKEYMNTE, ERICMEELVT
SaZHh—2a0FEDBIENTES L,
i. SEAZEZEERIZEEADLALOESEAD, L LEEFNCESTEZa32245—

L avEER

1. Job Brief
a. ABESHOMIE - PREE :
i. ABSE L L, BITRRICHROKSODDABRTEEND &,
1. FREwPavAXAT4 LI 42—EE K24 - BREAED
2. ANBUET ALY A—BE  NEHER
3. smERETALIA—
4. BHREFFIVOavX-BHETA LY 5B —
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5. BAKEQCRTAOU9RTALYE—
i. AESEOARYDEHEEDL, JIEN-AEORVET -B7YHAUET S,
i AESEEHDIES ADEASIVEFICEALTIIEESI R Y 7+ —REHEAT 5,
iv. ABSEICEATATEEZIMEL. FPERATHITINSLSEET S, BEDODANEHD
FEEFERT S,
v. ABETALYVA—EEEEYR— LT 5,

b. #hIpEE AESTHEDEELTIE :
i.  ABEOTa LY —EAMERICHEREL  ERLGFERZIRME LEEEENTES
&3, O FINLOBEFCEERRAZIEELHMNIZITS,
i Y- = TOFSLEEF—L (FOFSLE) LOMEHEROYIY RITER
AIREBAREICL. #iF - EEZHEICTT 5,

c. K24 - BEREAERDERE - P17 :
i HAA AL OERINE - IEOS X, EEME - PEEHFTA. HLABY Y —
RO —\VEXLERFEE L TRA - REDEEZH S,
i. . FRIvYaVATALIE—REBEEORBEITINT S,

d. JO—LHA FEDHEETIE -
i c0-COOQ Global, Director of CM Admissions & Training, Director of CM Logistics & D
BEEDL L, ELWVMERAABIZHKEIND&LS12T 5,

2. Responsibilities
a. BEIEOI—FTs27, TOMEEI—FT 1 VT DETE
b. /Y I—RY—ILEMEMER. FREEOHEEL - AR
c. HLABARER A w I L RZHEEEZE (EC-CM) &LDWFN
d. ZofyR— £

3. Requirements
a. {FEEIER
i ABEMEOLBEIYI—XI—IIL2EOTAT I LABREMHEL. ADTOTS
LOBRRORICES - RBRBELIEEBELE-LTERRET 2LENHYET,
b. ¥xTr— (RHEX) Lo rsn
i. BENMNDORR FEERRENTES LS. TROv—LRALCKSICEZ, TELTL
CRENRHYET,
c. HEEMICHEIZEY. BICHBONYI7—LLE5EH
i. COREEBEFEENKELC. TATHEBFYELEA. TLTHREBREGHIENKRD N
PRBBREAEICES-TEET, F—HOKEEHITOND LS. BEHICHEICHLE

FERDDELNHYET,
d. EHEER
i. EHRPOFHEREETERLET. ThoDBITOEREXEZAES L1 EETY,
e. R
EAEZITTELS, BAAN—EELFIEEZRY AZSBBREZXRITLTKZHDOE
EANBETT,
1. Job Brief

a. Lead and manage the HR function: 5 teams
i Both co-COO Japan/Global should manage
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1. Director of Admissions & High School Students Relationship (Japan-side) ==
Team of High School Students Relationship
2. Director of Training Session == Team of Training Session
3. Director of Participant Experience (without a specific person assigned,
different people take turn)
4. Director of CM Admissions & Training
5. Director of CM Logistics
ii. Facilitate multiple taskforce to do cross-team tasks
iii. Manage budget for the whole HR team
iv. Support the 5 directors

b. Facilitate cross-functional communication
i Fix communication protocols with specific Directors / Program Directors so that the
HR Directors can easily reach out to and collect information from other function
members
ii. Agree on “Who Does What” with Program Making Function

c. Arrange and execute personnel distribution plan

2. Responsibilities & Requirements
a. Co-operating with co-COO (Japan-side)
b. Communicating with Shuta (General Manager of Summer School Program)
c. Cultural Understanding of Japan (Japanese language proficiency would be ideal)

Position Summary:

We are looking for a co-COOQ, a global-facing COO, to consistently tag team with the Japan-facing COO to
oversee HLAB's year-long operations and remain aware of day-to-day procedures. You will be asked to work in
tandem with the C suite to realize the 2019 HLAB summer school while recruiting and managing a diverse pool of
talented individuals to further the HLAB’s goals of peer mentorship. The co-COO must be able to lead the
operations by delivering cost-effective and efficient systems to streamline the summer school while keeping an
eye out for novel opportunities to implement further programs that could further the organization’s mission. As a
people-centric organization, a successful COO will have the skills and cultural awareness to bring out the best in
each team member further enhancing the function of other departments by bringing in excellent talent.

Responsibilities include but are not limited to:

e Implement strategies to recruit, train, and integrate a cohort of international students into the
organization

e Execute goals for promoting diversity within the organization

e Ensure the engagement of the entire international team to maximize internal functions
Facilitate communication between finance, marketing, and programming to optimize the use of human
resources and deliver on inter-department dependent tasks

e Identify critical organizational gaps and assign special task forces and committees to resolve short-term
problems

e Directly lead and manage the two global facing directorships, Director of CM Admissions & Training and
Director of CM Logistics, and link the Director of Participant Experience to relevant teams

e Research and evaluate opportunities to improve the growth of members at all levels to empower the
next set of organizational leaders

e Act as necessary as the ultimate support role to secure operational soundness

e Continually assess and evaluate organizational performance to promote HLAB’s vision

Copyright © HLAB 2011-2018 All Rights Reserved.
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Qualifications:

Demonstrating understanding of the general business functions of all parts of the organization
Thinking strategically and flexibility to ensure smooth operations and anticipate unexpected situations
while paying attention to details

Proving capacity to build upon the abilities of a culturally diverse and intellectual group

Ability to connect organizational members on an individual level and at the group level

Displaying aptitude in problem-solving even under conditions with limited information

Driven by a passion to build value with the people the organization brings to the table and strongly
self-motivated

e  Excellent communication skills and work ethic

ITH : ABWHET « LY 42— - Leadership Program Director (X & : B %)

1. Job Brief

a. Ry brI—=U4Y ﬂﬁ@&ﬁ%ﬁitﬁ@%ﬁUi?ﬁ4>?é

b. AUH—BHOBEMK : HHABEEZS L LTHLHEATEIRNEA V2 —FROEK

c. XHF—TY—EHOBER: F— AT@(LTﬁD%V ELTHEFTHELIR—Dry—& LT
ESHIRENEESR

d. 4EBOREH : I —X I —/LEIZLhE TOR LA ERIZ 2 -HDESKE
JR—/NLYA K E0EE : Director of CM Admissions&Training/Development &3&# L TCM
ZIFANGKHEZECRITEZ S

2. Responsibilities
a. EARTHEEY (£4E. SSEEZRED)
i. 4RWHE
i. 6RA&TME
ii.  7AWHE
iv. 9RATE
b. i/ > ra7H FOEY

3. Requirements
a. HER:HLABORBRTHIZETOANIIHLTEE - BER - BEEZRALT S E~ADOZY
FARHEN D,
i. TP FOBRAMSET. T14—FENRV I EZITRELEHA-RER
b. TRV IR AV LA AGERBABLEVMEZEET 2O RDENDB,
i TL——TREELIFR—Try—ELT, —DODF—LZEFTLDO1EE
i. ZBLOAEBEAATHE LR
iii. RFTa—)L-TIEEHEL. EHZEET LA
c. ®AA:BIZHEN TA] OFRBTHY ., FITRELIZIa=_r—>avEMBIELKRDL
nd.
i, BARPELERICOSA=4/—1a ERNbHEELEEHD. £ LETNICET
503a=4H—avh (FEhltbhd)
i. ZHEEIFEFELTCZTAN. BERIHET S H

TR 7RIy a3 v XSMEXNET « LY 4 — - Admissions Director (X & : [@H)

1. Job Brief
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a. HLABIZZET S TAl #FEU. HBOEHZES,

i. EROKPFEADE—0OEE - BROCERESMEDEELE. ANGRIE, S
HLABZH/HR— 9 %, HLABICEAH 22 THOANEZHBRELLENALE, 2BEICER
[CRZEL. SMEREORLEREICERT S,

b. HLABOMERZ RIS LEEEHYR— L35,

i. BERORKFEAVE— - - EREBSNMEOSMIZET 2HFHREDORITOYR— 21T

5. HBLGEEZX A5V =17 IILEREETS,

2. Responsibilities

a. ERXZFEEZORZEREE - EEHEERG
ERXZESMEIE - NDAZDOEHEDIER
EREEZEDEBERE
ERENDOERIEMER - Guide to HLABD1ERL
EAXZEEEOBRERE - 65 - ERICET % A —ILHE
BREEEZIIHNTSIEBMUVEHLEA—IL - BERME (HRGEET)
HLABOHPADWLEHERE (GEA & D&EE)

R

3. Requirements
a. HER:HLABORBRTHIZTOANIIKLTEE - BER - BHEEZRALT S ELEADIZY
EARH BN D,
i. TS FOERFAMSET. T4—FNR\V I EZITREEHARER
b. ATV IR AV A UG ERALBBLVMIEZEET 208 RDLNS,
i. TL—N—TRELIRTF—Dry—E LT, —DDF—LEFLORE
i. ZLDANEEZTAATHE L -E5R
jii. RFTVa—IL-TREREL. EHEEETLH
c. ®MAA:BIZHEN TA] O/RBTHY., BITREKIZIa=r—2a vEME53IENRDL
nad,
i. BHAREELERICOAZI2A=r—2a 0 ERNABELEEN. L LT ENIZET
a3Ia=4H—Tavh (FEhltdnd)
i. EHRGEBACZERLTZTAN, ERIIHIET S5

1. Job Brief
a. HLABOMEL OIS LEEEYR— T 5,
i. ERAOKRFEADEI— ERESMEOSMIZET 2HEFHEORTOHR—+%
75, ABEBER2X AV 27 ILEREETS.
b. BAEEELEBAKREEAE— (—R) EDRAD b=V LB,
i. BABTERERILE-WEZEINTELY ., £CM Leader IZEET 5,

2. Responsibilities

a.

b. CM Leaderé BAALEED DHE

c. BARBITHELIERZE F & HTDirector of CM Logistics + Director of Training * CM Leaders [Z
#*AE - @R

d. FA—/NLYA RIS L TEHE - g/ OO EREDEE
TIFHE (g RT7YVT - OSNRER - EVIEIFT—FE - F 54 U TERREIC
H*AH)

f. ERSNOREEADEZ—OHEFHRE (e.g. RIRHE - FT7 o7 — MitiE - EYHEE
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3.

A2 kA7 rAEABHET 4 LY 42— - Director of Training & —#&I1Z5% 5t - EE,

h. Cultural Sensitivity ISDWTDA 2Ty bEFTSFRI T+—R (FAYAF—LERBICH
&)

i BARZENYT—RI—LERDIZ#ERT 5Google Drive - Fv v k4 IL—TEDE(E

@

Requirements
a. JO—nNILYA FEDEE
b. HEER : HHABORBR THIETHOANIIHR L TEE - B BEEZR LTSI E~ADTZY
FASRO BN B,
i. TOCY FORENLET. T4 —FN\v Y EZITRELZHA 1R
c. ATV RIRDAV A ABEBALBLEVNVMIEEZEEBT 208 RDLENDS,
i. TL—N—TRELIFR—Dry—E LT, —DDF—LZEF LD
i Z2LDANEBZAATHE LB
ii. R7oa—)L-TREEZEEL. £#BZEET LA
d SAA:BIZHEN TA] OFRBTHY ., BITREKIZI2=r—2a vEMB3IENKRDL
na,
i BARPELERICOZIA=ZS—aVERNSBRELGEEN, £ LLAEEFNIZET
503a=4H—vavh (FEhtbhd)
i EHLEZFERELTZ AN, ERBIZHIET S H

Position Summary:

We are looking for a Director of CM Admissions & Training/Development to recruit a diverse cohort of talented
individuals and provide them with a clear idea of both HLAB and the program. You will be asked to work in
tandem with the co-COOs and other Directors of HR team.

Responsibilities include but are not limited to:

By cooperating with both co-COOs, implement strategies to recruit and train a cohort of international
students into the organization

Lead an Admissions Taskforce with the global-facing directors of the team

Tag team with the Director of CM Logistics, the Director of Participant Experiences, and the regional CM
Leaders to provide the CMs with relevant information on the CMs and program

Designing CM training materials (e.g. videos, welcome packet, etc) with the Director of EC Training and
the Director of Participant Experience to maximize an integration between ECs and CMs

Qualifications:

Demonstrating understanding of the general business functions of all parts of the organization
Proving capacity to build upon the abilities of a culturally diverse and intellectual group

Ability to connect organizational members on an individual level and at the group level

Driven by a passion to build value with the people the organization brings to the table and strongly
self-motivated

Excellent communication skills and work ethic

Position Summary:

The Director of CM Admissions & Training/Development will be tasked with recruiting the 2019 CM cohort and
preparing CMs for excelling as mentors in the HLAB program. You will be responsible for planning a recruitment
strategy to continue to improve upon the international reach that HLAB has nurtured over the years as well as
maintaining established presences at universities. This director must have the ability to mobilize a team to obtain

Copyright © HLAB 2011-2018 All Rights Reserved.



HLAB

a requisite number of qualified applicants to ensure a competitive application process and the ability to motivate
the incoming cohort to participate in a training program largely based online.

Responsibilities include:

e  Work with the co-COOs and CMLs to plan recruitment for the 2019 program, focusing on the idea of
diversity and fulfilling requirements for each region
Compose an Admissions Team to execute the recruitment, interviews, and selection of the CM cohort

e Discuss with the CMLs on regional placement of the CMs to appropriately match the feel of the region

e Prepare CMs to teach their seminar and work with their counterparts together with the Director of
Leadership Training

e Collaborate with the other directors, particularly the Director of Participant Experience, to expand on
new training programs to promote cultural exchange and understanding and increase the value of the
program experience to participants

Qualifications:

e Understanding of diversity in all forms to recruit the right-minded people to the program

e Demonstrating capacity to train a group with varied familiarity with mentorship up to a desired
competence

e Having the drive to independently pursue new leads for recruitment and training and report back

e Displaying ability to think in terms of the project venture and ability to apply that to different situations
and people

e  Excellent communication skills and work ethic

Busy times of the year: March and April for Admissions, June and July for training

Position Summary:
We are looking for a Director of CM Logistics to streamline [the tasks]. You will be asked to work in tandem with
the co-COOs and other Directors of HR team.

Responsibilities include but are not limited to:
e By co-operating with both co-COOs,
e Lead Dual CM Transport Committee and Dual CM HR Comms committee
e Tag team with the Director of CM Admissions & Training, the Director of Participant Experiences, and
the regional CM Leaders to provide the CMs with relevant information on the program

Qualifications:
e Demonstrating understanding of the general business functions of all parts of the organization
e Proving capacity to build upon the abilities of a culturally diverse and intellectual group
e Ability to connect organizational members on an individual level and at the group level
e Driven by a passion to build value with the people the organization brings to the table and strongly
self-motivated
e  Excellent communication skills and work ethic

Position Summary:
The Director of CM Logistics will be tasked with carrying out the HR duties for the CM cohort. You will be
responsible for the transport logistics to/from Japan and most communications with the CMs on behalf of the
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organization. This director should be highly detail-oriented to process and track all materials going in and out and
ensure that information is promptly passed to the respective groups without any misinterpretations.

Responsibilities include:

Act as the point person for managing the teach@h-lab.co address and direct queries to relevant people
as necessary

Generate content and updating materials for the 2019 Welcome Packets and Training Program in
collaboration with the other Operations dierctors and CMLs, to be formatted by the marketing directors
Compose a Transport Team to oversee all aspects of CMs’ arrivals into and departures from Japan
including: flights, visas, and flight pickups

Compose a Communications Team to oversee all communications to CMs including email and FB
groups in tandem with CMLs

Streamline documents and forms to/from CMs in a clear system for various departments to minimize
miscommunication

Create and obtain letters of support, proof of admission, and other documents to fulfill CM needs
Collect feedback from CMs continuously to suggest improvements to co-COOs

Qualifications:

Attentiveness to details to ensure consistency within operations and focus heavily on the micro
Demonstrating ability to standardize and communicate large amounts of information succinctly
Displaying empathy and quick-thinking in solving logistical problems

Excellent communication skills and work ethic

Extremely busy in July when most communication and logistic planning takes place.

1.

2.

Job Brief
a. BEHLH RN OBERELEOIED L EHLABOFEDERZITL., RESIN-BMIZA -
THEMEDLNTWEINEEET S, EBEEBENELLERHICE>T, BMIZH> TED

NTWBHLEHRI S ETHD,

b. REMEF : HNDITH - £% - BHEDFFEBDAICHLABOEREZEREL, YY—XI—LD
BERAENDEEETS,

c. RF:HLABIZHEITARKRRFEZRL. FHICHLIILL - RAZHELET L. FLRAE
Hb4E5,

d. MBEOEE : v -V —LFRESHBOBFRTEEEL. IHIZEWTHFFNADIRY
RETET Y, F=, MEBMBTRHRAGVWVEEEZHEICIRSIVELHD.

e. BREEOREL : WEORESEEEL LTHLABOZEE ZMEL . BN, HEEEZESA
ABNLERENDI v a3 VETERRFETXA. RETS,

Responsibilities

FHEOER - B8 - JITICE T HRBELE

BEAE - MBERAEOTRTD AL+

FHREBORE (BERAE)

HLABDER{TOEDMZHAEE

FEMZRLEARTOER

BiEL (B2) LoEE

T - % - BEEA~OBH - BEE, YUY —R I — LB TRICHKRE
REEE

EWEHEDER

o

~ @™o ooy
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i BHREFEOEMEWHBIOIEESIRY 217 (Financial Aid)

3. Requirements
a. {FERRITR =
i.  HMBOLZBIHLABRADEEXENEZTIEETILENHYET, MHLTHEEZLS
Z. MIBREFICHEEHRETIVENDY FET, £z, EBRETDHETTE
. BXRERODENLEZEZBBHUICRIDELNHYET,
b. THIALMEES
i BHEAODEBOF—LOEBEEEL. AVN—DEFA—T 3V ETRTIOH
NEFEHLERDIFT T4 — 4 LREIEOLNDENNBETT,
i. HMEBELVSIREEOBIMEBLE. BICEELSLTLAVY—LRVETEELSICF—L
DEEKREEDIZEDPDBEICHEY FET,

c. EEAERE
i.  HLABM#HESMIZEENHZER,. BENVELERZEZ, HRICHATEINE
NHYET,
d. XhiEH
i, EHEEEICHST RIEEAHY. TOBE. HIBICFEDL LRMEITILENHY
F9,
i. MEESOZHAL, HESCHLTAFICEZAL., AELHHEFTILELAHY F
?_0
e. EER
i. EEHPOZEERELREECERLET. TALOTOEEEAES CLLEBEIT
-g-o

i. MBELERT, 1FMEICIIYFADMROLNE-H, BLOEENIHES
TOEEREH DO ENIVETYT,

ERLFTHELS, B A N—E3BIEEZRY EEFECEMEMBI ZMIBICIT
ST=ODEEFENNBLETYT,

1. Job Brief
a. BEREBLOIFREDL EHLABOFEDERZITL. RESNFE-BMNIZA>TEELELATL
DHEEET S, BELFISENELELERICK-T, BHIZA->TELATWAZ E#HER
THIETHD.

b. BENOHEARELEZES, TOHEEZREL L TEDLINDLUEENLOHKOBO L
Y., ELTERREZTS. TORAEGHEMNRILZEZSZZ. RBEEEEES.

c. HLABOEBXEICWHELMRODEERZITI>, REICH LT, THREOEELHADO T TYRDOER
SICEALTHERELZITY, FECEESEICRHLT, MBERELELICHATEIZ 41
BEL9 5D,

d EBEBIROBEZITI>. EESIREIIBRERE - RTOE - /NMNBEE- L2y b h—Fhb
HAHHLABOXHEZEET H2EBIRNDCETHDS, BROEEZEL THLABOEED RN EIE
BIB2EMBETHD,

e. FHIZAIY., SMETRELRE - WREMRET S, TOBRFET 1 LV 4 —FHtEMHBEER
DEHBZERL, FYLBKFREEZRTISLICERZRBET,

2. Responsibilities
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BHBORE - MWROFERICE T H4MBERDF—LI R DA U b
ERUTBNREEYI—R Y —LITHBAANS O, BEMEHBOEEL/75. (Financial
Aid)

a. FEZHERL. EETLH-HOMBELDOHE

b. HLABDORTOEMNXZHAEE

c. HLABZIADHEDHENEEL-HDEE A VN—DRERENDER
d FPELXHOELLAHLERUVEEH T EOREFE

e. BHELROKEE

f. NMOREDEE

g. SHAZELEDEASHOERK

h. £HisREDEROHE

l.

j

3. Requirements
a. (HERAIIR =
i.  REAOHBEFHLABEADEXNBZIEET ILENHYET. MEBLTHYEELS
A DIEREFICEEERETILENHYFET,
i REOHIMOBZETIE, il EBHIC, SETOHMMNEDLSLEEE5Z 50D
FTEETHILENHYFT, MBERELT. ZORSIBEVIFHBLULEIZRSh T
SEEERFE > TS,

i. HLABAHEMIZHIEN H S IEH., BEHNVELREREZEZA. #RIHATELIHNE
NHYET,

i. FEZFOEBRICOVWTEIHEFEMETESL LS. REMNICHAT ILENHY T,
TOBR—EMLGEZEHB L TRETESZIENMDELEINET,

c. XA
i. EEHEZEICHGT SEELAHY. TOHE. HRICFEDL LRHETSVENHY
ij-o

d 7Oz  bIRTAVMER
i. HBOEFICEVTIEEROIRY 2EAFHTTEOIDELHYET, TNOEH
UL EDHD-HIZ, BEREIZH L TIHEHRL, #HZEELDODDF—LAY
N—DEFAR—T3rar bO—ILETFVET,

i BAEE-WEAICHBL. BAOBRE TR CHAELGHMBAEEZ 5D LNE
FLWTY, SITWS IEEMLGRE] ERBFORATELS, BERREDEHE
THFEIRWICHE T 28ND_EZESLET,

1. Job Brief

a. YI—XRI—NLEFHIZTEITSE TIRAL BROIRTAD FETS,

b. HLABOEZHNEZZECEMLELT, HLABORET % THHSMliE - FEES] ITO1T
E25%, TLT. ThiodD NE~ADREF] 2EZ. BIEL. BRLABERT—URILT—%H
FZIZEBFAATN,

c. HLAB®DXik - HHMMEEDT=H. BICEHL > T M TLWEIRT—IRILT—LDBEREH
B9 5,

2. Responsibilities

a. #FREE - BAAR~NOBMBBE IO R %7 - B (B% - EHERS)
b. EXFBIREIE - BAAKREOIE - E=42 Y O ORG (55 - BEERSE)
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c. HREEFERMEN (—REX~DEX, FRESKRIAETLERES)
d HHRMKEF—LIRDAUb

3. Requirements
a. {FERE R
i. LHOHLEFIHLABEZADEBERNBREIRET IVLENHY ET ., MHHLTHMEELS
Z. MIBEREFICEEEHRETIVLENHY FET,
b. ®REMNEZEND
i. BANLDOMEE. FEICERT TE€0Rn, ZEEL. BEERELGRICEER
DBENHYET,
i. ITNTNELDZI-_—XEMZERT—YVRILIT—FEFE L. BEULGTHLABD [HEEA~
DREF] 2EZADIDLENHY ET,
c. ¥R
i FHRE4ERICBELTIE. BEOHLABOIfEEZ (BESE] L. #Hit- TREA1 T
HLABZFE U RALMELNHY FT,
d JIZaz=4H—> 3 HEEN
i. BAK - tEE BRABRT—IRILEI—DARERELIZI 2 =-r—2avER
Y. kiEh - IEENTEREES LFILELNHY ET,
e. TACIYRIRTATMEERD
i. BEBEICEWTIEETY VT - REHE - CEEHEREORLAL TORLEFE
L. TS Z#HERNIZHKITTS-HD, O— KTy TR - EHEE - F—L A
N—DEFAR—=arary bO—LEIBEIZHY ET,

1. Job Brief

a. LBHIVIAT1«IBREREF. BERNAEENINDBETEE2A I VT TRRAESNE L5112, HLABD
EHREBELVCIVIATATT7IRTY FMZDWTHEBBEAN SO TR AL FEITS,
LB VIA T4 TRRIEFERYVIA T4 TRORBERBRREETH D,
L®Y ) ITA T4 TRERE, RREE GRBALR. BRE. AT T7EERED) LU VT4
F4T4IE (TR, ERBREE, YTILALINYTF—FD) OEBZIREL. ZOHETIC
EEEES,

d BHRIVIAT«4ITBRIZ. JO0—NILERTALIVA—EFROZIar—2avERYA
N, BVCEIT LRI EHRET 5,

e. LBRIVIAT«TRRIL. HLABORAMEZHIF. ERESNE - BRSNS DOKRFEEA Y
A— - REBFFEMSESHLFEBEZIC. BROLRREBEMHIET S,

2. Responsibilities

a. B/BPBLUIVIA T4 THIEOAEHIRE
LEREE (AT« 7BE. SHAKEN) E0VIA T« THECEBRUTO Ty FER
HLABR—LR— £IESNSTAHV Y FOER
BROFEHIT - BE
LHREH (RREA—. 754 Yv—, ERBEEIFTH) 05 v XOHEHTE
BERBZYIADBRETALIVaIVvBLEUVIRT AV
AT AT EDBEME S
BAKRZEADA—D) I N—T 1 2 T12hivd. BN LREEEE
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3. Requirements
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— A EEAHLABO ERAERFDETEE>TWVSENSEER

a.

b. F—LAUN—CHEL, BELZLTOD Y FEETTEIIRDAD MEED

c. HEBZEEDRALARLLUETEEDIENEELL

d. BB TRILREHZF—LTEDDITH-T, EFOXILEMATIOD ) FEED
TWHBdA—ToigA4 v FEy b

e. RMZEEML. EHEITZES DHEN

HLWIEIZF Y LYDT HFFD
g. &g, DTP, TH4 >, WeblZB§3 % R+ )L(WordPress, Adobe lllustrator, InDesign, Premire
ProZ) DL T b ZEFH > TLBANEELLY

—h

BRI VIAT47B : IG3RA X2 kT4 L% 42— - PR Event Director (X& : f8H)

1. Job Brief
a. BEBARUETALIE—IE BRESNE - KEEA DA —BEBICTHhN SHRASOEHX
SREDLERANY FEBLETETALIZ—THD, CNODEHRIANY I LICERER
SIEREI LI,
b. LIARVETALIE—IE. TAhEFADARY FPHREBEGLEESNZ LI 2TBD ) k
DEBEEZITS, CNIERGEHER - JARS - B - BHOEBEEEFTOIRTEET,

2. Responsibilities
a. BWANY FEBEASHORE (EAGEHT. FRTEERT 50 4 E)
b. LAY+ AR, BHR) OESEESLIVEEHE EEFELEDFHETELED)
c. BHBARNYMIIMIZFEOERE

3. Requirements
a. THLABIZHIOTHRSHB] ELTOERAIRNY FEHESTVSH LS FEERK
b. F—LAUN—CiGEL. EELLKTOD Y FEETTEIIRTAY MER
c. BHETEML. ERITIEET HEE

LIV IAT14TR: A*T47 T4 L% 45—+ Media Director (XX : EH)

1. Job Brief
a. ATA4TT4LIE—IF, HLABORAHKKR—LR—2 - SNSTHY Y FDEEH &K UHHER A
TAT~NOERMEKBELEEZHETETALII—TH b
b. ATATTALIE—E, LIZHIEBNEELGSEESNEI LS TF—LAUN—L15HE
L. 7Bz ) FOEBEBEITS,

2. Responsibilities
a. AT4TEEEBRAHDRE
b. SNEBAT 47 (FiEtL. WebA T4 74 E) ~OBMMIKES & UM G
c. SNS7HIY MIBEMICEBMIONEESIZTEHHDIRTAL M (ERRATV 21—
VUL B, RELE)
d. EHMLELEEMTCOER

3. Requirements
a. HLABOAT 4 7E£BEE - TNHEVSEER
F—LAVN—EFEL., BEGLSTAS Y FEEFTTEIIRTA Y MEER
BHRZEML, EHICEET DEED
XEZHMNRES AT EBMA

oo
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e. WordPress®®SNSY—4F 4 VI DAL EFHE >TWBELBERWL

1. Job Brief

a. JPVIAT4TT4LI2—E. HLABOLIHEH (RRE4—. 754 ¥—. ERBEEN
E) BEUYY—RI—IWT v XDHEE#HET 5T LI E2—THB, ZDIEHL. BER
BYITADTALILIVBELIUIRIALFETS,

b. JUIAT4TTaALIE3—IE, LICHIEBNEELSERINDILSICF—LAUN—L
BEL., 7oy FOEBEERETS,

c. DUTAT4TT4LY 45—, HLHABORHMEEZHIT. BRESME - EANDOKFEA Y
A— ZEEFENS TR EEFBIEIC, EDaTIANSEROYR—FZE1T5,

2. Responsibilities
a. XR/ESNEFHIEMOHIVES & DIRE
b. L#REH (RRE—, 7514 ¥—, ERMEELE) OFEHKE
c. YWIY—RY—LTEHTDIVIINALNANYT—D FUSFLT VX (YRR E, 2740
7 E) OHEHIE
d. TEHMEI)IA T« IMIGOEM
e. BEAAYIDVIL—bELUBETaALYI VI Y

3. Requirements

a. HLABOY YIAT1THHE. EDaFILTI Ty bEESTVSENSERER,
F—LAUNR—LBBL, BELACTOS Y FERITTEIRT A MR
BHREBEMBL, EDPaT7IEBELTCERICRET 58N
FEMDOMEOERICOVWTECERBLELS ETI2ENX
HLOWIEIZFY LY OoTHHFD
#B%. DTP. TH4 >. WeblZB89 % X & JL(Adobe lllustrator, Indesign, Premire ProZs) & il
EREBEOVWTNANEFE > TLBSANEELL

=0 ao0yo

1. Job Brief
a. Global PR & Marketing Director oversees the international strategies for HLAB’s marketing,
branding and outreach efforts.
b. Global PR & Marketing Director collaborates with the CMO on establishing a cohesive style
guide and visual briefs prior to creating any promotional materials.
c. Global PR & Marketing Director oversees the preparation of all CM-related informational
materials (recruitment, admissions, training) in collaboration with the COQ’s needs.
d. Global PR & Marketing Director collaborates with the Creative team to collect media for the
purpose of global-facing promotion and fundraising.
e. Global PR & Marketing Director develops a social media takeover idea during the summer
school.
2. Responsibilities
a. Following the creative prompts of the CMO
Overseeing the production of CM-related materials (welcome packets, videos, posters, flyers)
Collaborating with global-facing COO on recruitment efforts
Collaborating with photographers & video teams to capture necessary footage
Executing a social media takeover during the summer school
Innovating new methods of communication and outreach

"0 oo0o0T
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3. Requirements
a. Open to innovation, experimentation and challenges

b. Fully fluent in English and able to communicate clearly
c. Culturally collaborative with the marketing strategy of the Japanese team
d. Experienced with social media management/marking
e. Experienced in branding and visual identity
f.  Photoshop/Illustrator/Indesign fluency
1.  Job Brief

a. The Community Director oversees the founding, development and sustainability of an
international alumni community.
The Community Director manages Global HLAB Family Facebook group.
The Community Director facilitates in-person alumni events throughout the year.
The Community Director facilitates communication between new and old cohorts of CMs.
The Community Director communicates and exchanges ideas with Community Management
team.
2. Responsibilities
a. Maintaining a current list of alumni
b. Analyzing the demographic makeup of this year’s cohort to report to the Marketing team
c. Maintaining the alumni community through creative ideas
3. Requirements
a. Fully fluent in English
b. Passionate about connecting people
c. Committed to facilitating the execution of in-person events
d. Experienced with social media management

o oo o

1. BE
a. HiE1E 44
2. HIFEEEDEWN
a. 6RNTOTSLT ALY —TAEEHIET SAFHIIRIESh, SM1BDEERA M
DIITEEITI .
b. 10A~3AMHM. CEO. VP, fithHEE R &M@ L &MEXERUBEENTOT 5 A
A—=FTETS
c. 3ALKIE. 3BDAN—, TOYSLBIZHFHRTEMT 54 N—DEMFICTH A VS
n, HEEOF—LEHERT 5,
3. Job Brief
a. HIRERRE : TEREFMEICETIREREETH S, HLABOEZLDEH, K—FA
DEHR - REETICHFEICH DRRICERREET S,
b. BHNER : FHIKICEH T SEHERKR, BARK, TOMEEMER. W55 & ORBRME. %
BREAMIC, SMERAREBL LTRERUITEEHE., REDEBZEES.
Cc. YRTAVF: HEBOrYTEL, BRMBOKREEA L E—FFLDH, YR— T BE&E%E
5, BERE. EHEEICODVTHEET > TV, HETIERPEA U E —DHIEH
®&ETHS,

Copyright © HLAB 2011-2018 All Rights Reserved.



HLAB

4. Responsibilities

a.

aoo

sa ™o

BHIEH T —R I —ILIZBITEREERRTE

B F—LDHE - IR A+

H5LEE

BERIDE—F 4 2 TADBM, TOMI—FT 4 DT DRE - S (BICHILE - B 28R
23D I —F 1 I ~EMmM)

BHEBEGELFERTE
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FERFEBRT—Ca—LDEEERBIT

YI—RI)— L EEREANDRERVBEADS| EHE

5. Requirements

a. Y= —IvT BICTHELGZED I VEELAUN—%ZF|25E>TWW EEHIT, A2 —D
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1. Job Brief
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b. HLABTHERAT 2T —42NDEE - BERHEHIE

c. ETOITEENMHHKED

2. Responsibilities

a.
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i. Slack: A—Y&#BEFTE - FroRrIILOEBLHE
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BEIZFERIT ST ITVTHEAT— FDOIER
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i. J—H—2y T TOTSLBMEICH LTT y— FEBLTHRATETL. &
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3. Requirements

a.

b.
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