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BEHROIISSE %, HLAB 2019 FER— F—R. DEYBHELLTEYET,
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HLAB 2020 Student Board Job Description

As we bring the summer school program of HLAB 2019 to a close, we are looking for
individuals to join us as members of the HLAB 2020 Student Board. The HLAB 2020 Student
Board will play central roles in managing the HLAB summer school, will be involved within
the decision making process, and will be responsible for project management between
October 1st 2019 until March 31st 2020. The HLAB 2020 Student Board will be composed of
31 members, divided into the categories of Chiefs, Chairs, and Directors.

Chiefs are responsible for management of HLAB 2020 as a whole. In addition to the
CEO, there are the Co-COOs (EC-side/CM-side), the CFO, the CMO, and the CSO. The
Chairs are responsible for HLAB 2020’s regional management. As of September 1st 2019,
there will be 4 representatives for the following regions: Tokyo, Obuse, Mugi, and Onagawa.
The Directors will be under the CXOs and Chairs, and will carry more specific task and team
management responsibilities.

The HLAB 2020 Student Board continues to include positions for Camp Mentors. Our
goal is for the CMs and ECs continue to join forces as “One Team” to create a better
summer school.

The HLAB 2019 Student Board is looking forward to receiving your application.

HLAB 2019 Student Board
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(HLAB 2020 #E#54&:& / HLAB 2020 Organizational Structure)
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President / Chief Executive Officer

1. Job Brief
a. AT H kbR AU CEOIXHLAB 2020 HY—X 4 —ILD
SARBEEFRTEL. TOERICEEFZES ., BEZERICELT, 94
WA=V %BREL, TOEBEEEL, BENRE LGS ILED
MMFRREEZIELENTT S,

. EBRARE: EERERTERIEAMIZZRS JUBEEICESNTSE
95N, ARBRENDELIFEILCEO NEERKELT
DEBBERBREEEZRF D,

i. BNEB: CEO [IZERKRELT. HLABHY—R I —ILDX
BE -BABLEICHLT, ZOFIRBICHT S5BEETZE
&5,

b. F—L = IRIDAY L : CEO &, CXO % 5 WIZ Chairs & DE A EHE
ZELT, ETOHLABHYY—RI—ILIZBETEREEEFEDHD
®ENZEES,

2. Responsibilities

a. EHMEMEICEITS. YI—XU—ILTOATSLDIF ) T4 EE
A1ED Fellows MTG DR E
JE1[E 0 Board MTG MDEEE
ARIY—ZIELHET HERBRANDSHNES
BE. FERERAELUICa—FRL— X2y T ERZEROEEL
TN, HLABZEE T S5 L THEL SN D EREM

=0 a0 o

3. Requirements

a. HLAB OEfg : HLAB DEESH S UEERNBFTZELCERELTWS

b. MEMEE  MEZHEELLTEREL. DEMICHRRT IEZEED

c. AEaz=#Hh—3y: IJ4+—TIN&AVITA+—I)HEAZTa=—
DavEBLT. BHEBRT—IVRILI—EDRNICERBEEZ LD
_ENTES

d. EEEE  ABANOLTOXES - HHELEEBREZEET S
& T, HHABYY—X I —)LDEEZHEIZT S

1. Job Brief
a. Project Management: The CEO establishes the goals for the HLAB
2020 summer school and shoulders the responsibility for achieving
said goals. In regards to achieving the goals of HLAB 2020, the CEO
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must set milestones, manage the progress toward those milestones,
and if a problem arises, the CEO must swiftly put forth and execute a
solution.

i. Decision-Making: Decision-making is generally completed
within each department and within the regions, but if a decision
is warranted on a time sensitive issue, then the CEO - as the
representative of the students - will hold final say in any
decision-making process.

i. Multi-Stakeholders: The CEO, as representative of the
students, is held accountable for reporting on HLAB'’s summer
school activities to any stakeholders and other
individuals/organizations invested in HLAB.

b. Team Management: The CEO, through comprehensive
communication with the CXOs and Chairs, is responsible for managing
the students involved with the summer school program.

2. Responsibilities
a. Control the quality of summer school program across all regions
Host monthly Fellow MTGs
Host weekly Board MTGs
Manage relations with sponsors and multi-stakeholders
Bridge relations between departments, regions, corporate staff
members, and students
f. Complete any and all other tasks that arise and are necessary for the
continued operations of HLAB

®ooo

3. Requirements

a. Understanding of HLAB: complete understanding of HLAB'’s
principles and business content

b. Logical Reasoning: the ability to recognize and conceptualize
problems in a structural fashion, and resolve such problems in an
efficient manner

c. Communication: effectively communicate with multi-stakeholders
through formal and informal communication

d. Establish Trust: build relationships with those within and outside the
organization, who are supporting the continued efforts of HLAB'’s
summer school program

Copyright © HLAB 2011-2019 All Rights Reserved.
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e Job Brief
o Lead and manage the HR function: 4 teams

i. Both co-COO CM-side/EC-side should manage
1. Director of Admissions & High School Students (EC-side)
2. Director of Mentor Experience (EC-side)
3. Director of Admissions & Training (CM-side)
4. Director of Logistics (CM-side)

ii. Facilitate multiple task forces to do cross-team tasks

iii.  Manage budget for the Operations team

iv.  Create a team and workplace environment that is supportive of

the 4 directors and their subsequent teams

o Facilitate cross-functional communication
i.  Create and solidify communication protocols with
directors/chairs across departments and regions, EC-side and
CM-side included, with the intent of allowing Operations
directors to easily reach out and collect information from other
function members

o Cultivate and enforce a “One Team” mindset

i.  Work with the Co-COO (EC-side) to create protocol and
communication networks that will facilitate teamwork between
the EC-side and CM-side
Emphasis on creating such protocol and communication
networks, as well as enforcing them, should begin in October to
first establish a baseline between the EC-side and CM-side
Student Board.

e Requirements

o Hosting weekly meetings with Co-COO (EC-side) to establish
relationships and communication that will allow both parties an
understanding of EC-side and CM-side operations, as well as
directions on general management

o Hosting weekly meetings with the Logistics Director (CM-side) and
Admissions & Training Director (CM-side)

o Hosting bi-weekly meetings alongside the Co-COO (EC-side), to
establish communication and baselines between the CM-side Directors

Copyright © HLAB 2011-2019 All Rights Reserved.
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(Logistics, Admissions & Training) and EC-side Directors (Admissions,
Mentor Experience)

o Communicating with HLAB staff members in charge of general
management of the summer school program

o Cultural Understanding of Japan (Japanese language proficiency
would be ideal)

e Responsibilities:

o Implement strategies to recruit, train, and integrate a cohort of
international students into the organization
Execute goals for promoting diversity within the organization
Ensure the engagement of the entire international team to maximize
internal functions

o Facilitate communication between finance, marketing, and
programming to optimize the use of human resources and deliver on
inter-department dependent tasks

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

o Directly lead and manage the two CM-side directorships, Admissions &
Training(CM-side) and Logistics Director (CM-side), and facilitate
communication and connection between the Admissions Director
(EC-side) and the Mentor Experience Director (EC-side)

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

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

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

Qualifications:

e Demonstrating understanding of the general business functions of all parts of
the organization

e Thinking strategically and flexibility to ensure smooth operations and
anticipate unexpected situations while paying attention to details

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

Copyright © HLAB 2011-2019 All Rights Reserved.
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e 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 2020 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 the established presence at universities. This director must have the
ability to mobilize a team to obtain 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.

Requirements:

Participating in weekly meetings with the Logistics Director (CM-side) and
Admissions & Training Director (CM-side)

Participating in bi-weekly meetings that will establish communication and
baselines between the Co-COOs, CM-side Directors (Logistics, Admissions &
Training), and EC-side Directors (Admissions, Mentor Experience)

Managing the task force that may be assigned to assist with any tasks related
to CM Admissions work or for conceptualizing CM Training Sessions.

Responsibilities include but are not limited to:

Work with the co-COOs and CMLs to plan recruitment for the 2020 program,
focusing on the idea of diversity and fulfilling requirements for each region
Compose and manage an Admissions Team to execute the recruitment,
interviews, and selection of the CM cohort

Discuss with the CMLs on regional placement of the CMs to appropriately
match the feel of the region, include regional Chairs and Co-COOs within the
discussion to ensure all parties share an understanding

Prepare CMs to teach their seminar and work with their counterparts together,
and ensure that CMs are receiving input on HLAB as an organization and
mentor expectations (communicate specifics with the Co-COOs and Director
of the Leadership Program on the EC-side)

Copyright © HLAB 2011-2019 All Rights Reserved.
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e Collaborate with the other directors, particularly the Director of Mentor
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, July, and August for
training

Position Summary:

The Director of CM Logistics will be tasked with carrying out the Operations 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 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:

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

e Generate content and updating materials for the 2020 Welcome Packets and
Training Program in collaboration with the other Operations Directors and
CMLs, to be formatted by the marketing directors

e Oversee all aspects of CMs’ arrivals into and departures from Japan
including: flights, visas, and flight pickups (compose a task force with key
members as necessary)
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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

Busy times of the year: March and April for admissions; July and August when most
communication and logistic planning takes place.

Vice President / Co-Chief Operating Officer, EC-side

1.

Job Brief
a. ABAEBO#E - PREHE !
. ABAE L. BITRRICEDIKI4DDAEZREBEDC &,
1. BREXIET 1« LY 2 —(EC-side)
2. REEXIET 1 LY 42— (EC-side)
3. FF2vwiarX-#HET 1« LU 2 — (CM-side)
4. ADRT A9 RT 4 LY 2— (CM-side)
i. ABAHDOARIOEBEED, ZENEAEFEORWVET -FB7F
YA %T %,
ii. ABAMBEEOESPMENIVEZICEALTITEEZ XY
T+ —Remd %o
iv. AB4EICBET S FEZIBEL. PEATHITEINSLSEET
5, BEODANBIABOFEEZERT 5,
V. ABABT s LOUA—EZEEYR— T 5,
vi. Co-COO (CM-side) & ZIT:EEZ LY., BE - BIK - SHEDE
HAEEEWVICHERZRY LA L, MEREEEZED D,
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vii CMEECHRIUMAMRH>TULNAELSIZ, BEWNMZaZSa=4H—
2avEEDESEMHREHAD Y ECo-COO (CM-side) & &
LTEAT S, CM-side&EC-sideR—K@DazIa=4—> 3>
LED,

b. {h#RE & AEAER & DEPETIE -

. ABAROT 4 LY A —EIMEBEICHEL C EEGERZIRZHE
LEEEENTEELS., 70 FaLOBEOAERERXIES
£18IZIT S,

i. YI—XRUV—NLTOJSLEEF—L (TOTSLE) LD
ZEEADYY 51T ERARAREIC L., & - EEFFAEBICT
B

c. K24 - BREAEEDOHE - $11T :
i HRAANA—DLDFERNE - TEDS A, BEENER - TEZE
BEZ, HHABYY—R V) EXZE AR ZZE L THEA - BBED

HEIEZEHD,
i. cfF7rFIYIavX-ToLY—EEBEXROEBEITTEAN
ERR

d. CM-side & DEMTIE :
i. Co-COO (CM-Side), Admissions & Training Director, Logistics
Director £ DEED L &, ELWVERSABICHEIND LS
29 %,

2. Responsibilities

a. B1EIOAR—FEI—T4 VI DEKE

b. B1EIMDCo-COO (CM-side) EDI—T 4 VT DERTE

c. B1EDERERE - KREERET A LI Z—EDI—T 4 VT DHRE

d. FEBE®DEC-sideT s LY 2—&, CM-sideT«s LV 42—#F., LT
Co-COOstEMET—FT 4 VI ERE

e. FHY—RU— ) FHEHER. EEROEBEL - X

f. HLABEARER R W I ERELEEEERZE (EC+-CM) &Dfhg

g. TOhHR— £

3. Requirements
a. {HEeEIR R
. ABARMEBEOLRIEII—RI—ILERKDOTOT S LAREF
L. "D TaT S LNRKRORICE--RBRBEEZEEL-L
TRERRETIVLENHYFET,
b. ¥RxT¥— (GEARZYD) DO

Copyright © HLAB 2011-2019 All Rights Reserved.
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. RN DIORX MGEBRRENTEDLLS, vV vy—E¢RALEK
SIZEZ. TELTOKBERAHY FT,
c. BIBMICMHEICEEY ., BICHBONY I 7—ELLHHEH
i. COHREBEEFEENAKEL. 1TATHEBFEYEEA, FLTHEH
SEGXIENROONSBRBBRIEIEBICE >TEXET . F—H#
DIREFRITOND LS. BBMIZHEFICAEZIRILELDH
YET,
d. EffRX
. FHPOFRBEREBEITERLET. ThoOBTOERZE
52 ¢H%EITT,
e. ®EAN
i. BERFEHTHEL, BfSAUN—C3FIEEZRY NEEHKE
RITLTWK=ODEBEHHAVETT,

1. Job Brief
a. Lead and manage the HR function: 4 teams
i. Both co-COO Japan/Global should manage

1. Admissions Director (EC-side)
2. Mentor Experience Director (EC-side)
3. Admissions & Training Director (CM-side)
4. Logistics Director (CM-side)

i. Facilitate multiple task forces to do cross-team tasks

iii.  Manage budget for the Operations team

iv.  Create a team and workplace environment that is supportive of

the 4 directors and their subsequent teams

b. Facilitate cross-functional communication
i.  Create and solidify communication protocols with
directors/chairs across departments and regions, EC-side and
CM-side included, with the intent of allowing Operations
directors to easily reach out and collect information from other
function members

c. Cultivate and enforce a “One Team” mindset
i.  Work with the Co-COO (CM-side) to create protocol and
communication networks that will facilitate teamwork between
the EC-side and CM-side
ii.  Emphasis on creating such protocol and communication
networks, as well as enforcing them, should begin in October to

Copyright © HLAB 2011-2019 All Rights Reserved.
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first establish a baseline between the EC-side and CM-side
Student Board.

2. Responsibilities

a. English language ability (Bilingual)

b. Host weekly Board MTG

c. Hosting weekly meetings with Co-COO (CM-side) to establish
relationships and communication that will allow both parties an
understanding of EC-side and CM-side operations, as well as
directions on general management

d. Hosting weekly meetings with the Admissions Director (EC-side) and
Mentor Experience Director (EC-side)

e. Hosting bi-weekly meetings alongside the Co-COO (CM-side), to
establish communication and baselines between the CM-side Directors
(Logistics, Admissions & Training) and EC-side Directors (Admissions,
Mentor Experience)

f.  Communicating with HLAB corporate staff member in charge of
general management of the summer school program

g. Understanding and awareness of cultures that exist outside of Japan

Admissions Director

1. Job Brief
a. HLABIZSEY 5 TA] ZEUL, HBORHEEDS.
. EHNORZEEAI—DEE - EROCERESMEDESL
E. AL AIEA SHLABZYHR— 9%, HLABIZEH S £ T
DADEFHERLENSE, EREICERZICAZEEAL. SHER
EDOmMLEFEICEHRT D,
b. HLABOMEH 7RI S LEEZHHR—bT 5,
i. BERNORZEEAVI— - BRESNEOSMIZET SEFHES
DRITPYR—FZT5. ABTEEZXRA S5V 7 ILERK
£%175,

2. Responsibilities
a. E1RIDEKREXRIE - KEERIET A LI FZ—EDI—T 427 DSM
b. FEENDEC-sideT« LY 42 —&F. CM-sideT«1 LV2—&, ZLT
Co-COOs¢,M=—TFT 4 27125 m

Copyright © HLAB 2011-2019 All Rights Reserved.
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ERXZE (BRI VIE) EEOERERE - BEHLERS
ERRKZESMHINE - NDAZDEFEDER
EREEZEDEBHIE
ERENDEFEREN - Guide to HLABDERL
ERNXKEFEEEOBERE - 85 - ERICET 5 A —ILFIG
EREZZIIHTIBENEDLEA—IL - BEEN (HRGRZ2ED)
HLABOHPADEWLVEHhE RS GEA L DEE)

m @ ™o ao

3. Requirements
a. EER :  HLABORBR THILTOANIIH L TEEZ - BR - BHREZRA
FFBH52 ARy RO BND,
L TACIY rORHNLEG, 74— RNy EBHHEER

AT 1RER
b. 7RI FIRTAV LA UG EFRBAERILWMELZEET SN
MKRHBHNDB,
i. TL—NY—THEHELIRF—Ir—¢,LT, —DOOF—LExFE
HT-$2E&

i. ZLDAEBZAATIHEL-ZRER
ii. RTTa—)L-{TEREREL. EHZEET DA
c. AN BIZHEN TA] OBBTHY. FICIELELIZIa=y—
IaVvEMBIENKRDOOND,
i, BN RPEELEHICOZI IS —IaVvERNDHEEELEE
B, LLLKIFFNIZETEZaAI 25— 30H (BFEMTS
nsd)
i. BHREEZAZEBLTZTAN, ERICXHIET SN

1. Job Brief
a. Ensure that HLAB 2020 has a diverse cohort of talented mentors and
students
b. Lead the participants support

2. Responsibilities
a. Organize EC selection logistics
b. Prepare EC application/contract documents
c. Lead the high-school-student-selection team and organize the
selection logistics/meeting
d. Prepare high school student application/contract documents
e. Lead the participants support (inquiry)
f. Inquiry towards HLAB team

Copyright © HLAB 2011-2019 All Rights Reserved.
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3. Requirements
a. Sense of Responsibility
b. Project management skills
c. Communication skills (English proficiency)

Mentor Experience Director

1. Job Brief
a. EC-side& CM-sideNEEFZTRN TS Z LRI D,
i. EC-sideTEMZMEUUNLF-WVESIEINTERY, ZHTS
CM-sidelZ{RiET 5
ii. F—LE2AHIOneTeam~¥A 2 Kty FER—XIZEIKC K548
~HLZET S
ii. EC-side&CM-side®aIa=—4—3 a3V EEBOASRAT Y
DAMNEB LS ICEEZRS
b. HLABOM &% 707 5 LEEE#HYHR—+4 5%,
i. ENOKREZEAA—OSNIZETIHERFHEEORITOYR—
F&1T5
i. MABLEEEZXZDAV_17IIEREZEZTS
ji. MERFE B OChair®PD, T4 LY 4 —LEHET S

2. Responsibilities
a. B1EOERERE - KREERET A LIV F—EDE—T 42T DSM
b. fEEMDEC-sideT 4 LY 4% —&, CM-sideT«4 Lo42—&E, ZL T
Co-COOs¢,M=—T 4 24125
c. CM-sideEC-side% %15
i. CM-side board & EC-side Board M E# M ## Bf
i. CM. ECEBI®azZIa=4—>3 FRd
d. EC-sideTHELEIRZE F & HTCM-side BoardIZHH
e. Chair- PD&EMZFRY . CMICX L TR - ZHtig </ o ERE
DHE
f. EXF+—#E (eg. RT7VUYT + OTNRER - RTEMTGEEY Y
IS —DHRE AT UTEREICHE., G L)
9. KEENDVRE (e.g. NVREITZ a7 ILYER. Chair&PD & E#EL D
DSSHM/NIRENEERK. 11 E)

Copyright © HLAB 2011-2019 All Rights Reserved.
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h. BSOKXREEA VI —DHEFHRE (eg. 77— Mg - EYH
. L)

i. 4£>kB -7 bO%LPT 1 L% 2— - Admissions and Training& —
HEIZEEt - EE

j. Cultural Sensitivity, mental health [CDWTDA > Ty FETS54 RS
7 4#—2X (LP, Director of Training, Co-COO & &)

k. CMAH<—X U —)LEARISIZfER9 5 Google Drive * F+¥ v kJ JL—
TEDE(E

. 3E1[E MEC-Side Operations MTG % 5 NIZESEMTG DR FE

m. tEH & Dlic LI-ERDFEE. EHE (CMO ™Y )L/ FEHR, v T7—K
RENR., BERIY. G L)

3. Requirements
a. EER : HLABOIEBH THAIETHOANIIH L TCER " BREZR LT S
ZEADIZTY IAKRDBEND,
. AT FDOREIMSLET. T4—FN\v o EZITREEZR
A 1= 1R ER
b. AV FIRTAV LA AGEFRBRAERILWMELEET SN
MKRHBHNDB,
. TL—N—TEHELIR—Drv—,LT. —DODF—LExFL
ORI HDHETFFELL
i. ZLDOAEEZTAATHEL-RZER
ii. RTa—)L-1TRREEZRTEL. B EZEEIT LA
c. AN BIZHEN TA] OEFEBTHY ., BITIRELIZI2=7—
avERBLHIENRDOLENDS,
i. CM-sidelEREICOZIa—4 —LarERNbEEELEEIE
L2111 UAHIL
i. ZHRGEBAZEELTZHAN, ER2ICHIET SN

d. #&AhH
. WELEHARITTWSIERGEZRVNVEL, ZUBEEZAHE
(% HEOHTITLH
1. Job Brief

a. Make sure that the EC-side and CM-side are working closely
b. Maximizing participants experience of HLAB by streamlining
communication channel and providing information, documents, etc.

2. Responsibilities (the Director oneself does not have to do those tasks but be
responsible for assignment and managing)

Copyright © HLAB 2011-2019 All Rights Reserved.
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o

Connect the CM-side and EC-side

Collect relevant information and share that with the CM-side board
Cooperate with the Chairs and PDs to deliver the micro timeline and
activity contents to the CMs

Seminar (Facilitating seminar pair matching, syllabus, mock-seminar,
and course updates online, etc.)

Mentor House Grouping (Create grouping manual, create groupings
with Chairs and PDs, etc.)

Process paperwork for the CMs (Questionnaires, Visas, etc.)
Organize Intro and Outro with LP Director (EC-side) and Admission
and Training Director (CM-side)

Lead a Cultural Sensitivity and Mental Health taskforce

Create Google Drive folders and chat groups that allows all mentors to
communicate smoothly during Summer School

Organize and conduct weekly meetings for EC-side Operations, Mentor
Experience team and other needed groups

Find and work on small tasks along with other departments (CM info
collection, shower-use survey, room allocation, etc.)

3. Requirements

a.

b
C.
d

Sense of Responsibility

. Project management skills

Communication skills (Bilingual English proficiency)

. Creativity (Find untouched tasks, etc.)

Vice President / Chief Financial Officer

1. Job Brief

a.

b.

C.

FESEH  tNORERELDOHFEDEL EHLABO FTEDER EITUL.
RESNFE-EMIZCH D TEENMEONTWEINEZEET S, BEEBLE
BENEHLERICE-T, BMIZA TEOATWSZ L 2HERET
H5ETHD,

BRR=E : 15 D1TE - % - A& DIRED AICHLABDE X 4+ 1H7
L. ¥Y—RI—ILDEBELRENDEEZTS,

RF  HLABIZ B T 2 RIRFEZE L. FHICEAHLIIIL - KA F
B4 5, FEWNAEELES,

Copyright © HLAB 2011-2019 All Rights Reserved.
17



HLAB

d. MBROEE v —X YV —/)LEESEOMBIKREFEEL. ZH
[ZEWVWTHEFNDIRGRETZ T, £z, MEBBETIXBA G LM
BEMEICESVELH DS,

e. BREEOREL : MBFEOREEEE L L THLABDEE L. E
A, MEEEZEZTAALGHILEBENDI Y a VETEHZRETX
zZ. REITS,

2. Responsibilities
a. 1RIOR—FKI—FT 4 VT DHRTE

BEIRIDMET A LI F—LDEI—T 4 VT DETE

FEDOER - BB - JITICEITORREREZES

EERE - UBRAEDOTIRIOAD b+

EHREEORE (FEIRAE)

HLABDERITOENDZ H A E R

FRZBLEEARTOERE

HLAB J AEAR B v T (#7EL) L DEE

T - % - BEAFEADSN - BFE. YUY —R I —ILRTRICHE

REEHE

k. EMREHEDCEE

BAKRKZEDOEMEMBIOTESLES (Financial Aid)

i. B KED Financial Aid 2 & Co-COO (CM-side) &EH#E L T
EMEMBOTELRAEETITD

T Sge@ o ao0CT

3. Requirements
a. {FEEIR R
i. HMBOHFBEFHLABEADEERNBZHEEITILELDHY EFT,
WMELTHMEZELR, DTEIREMIEEEZEET ILEN
HYET, £, EEERETLHEITTLEL, BXL2AKROUEN
TEEEBEBHICRIDENHY FT,
b. TR AL MEES
. ZHWERODEHOTF—LOEHZEEL, A UN—DEFA—
DAVEENTENDRENEZSIZEHLEKRD I T+ —% LR
SELONDRENDPBETT,
i. BMBLOSIEEHOSMEEBL, BICKELLTLSAVY—LE
DENTHLIICF—LOFEREEDSICENMBEICHEYFET,
c. SREARME
i. HLABAHEMIZHENAHHER, BENVELGERZEZ., #
RICHRATELIRENHY FET,
d. XhH
. EREISEICHIST HIEEMNAHY . TDIHGFE. AIRKICFEDD &
REIZITOLENLDHY FT,
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i. MEESOZHP, HERFBICHL THBICRSEL, SR H M
ETIREADHYZFT,
BER
. EHPOFHREBEEZREREFTEALET. ThoORITOEE
ZESCEHLEREITY,
i. MBEEAT, 1EFEEICOI Y MAVIARODONET-O. B
LZEEVIIHEAETOERRER DO EARETY,
&N
. ERETTELS, BAADNA—EEFIEEZRY ESHZEDS
EMBEWHBZEMABICTS>EOOEFENNBETY,

anh

S

1. Job Brief

a.

Management Accounting: Under the negotiations with stakeholders
inside and outside the company,you will prepare HLAB's budget and
manage whether the money is used according to the determined
purpose. Management is to confirm that money is being used
according to purpose for just reason.

Fund procurement: Understand HLAB's business and negotiate with
external administrators, companies and foundations, and manage the
financing of summer school.

Settlement: Hold the final settlement right in HLAB and be responsible
for payment / transfer related to activities. It is also responsible for
income management.

Management of Treasury Bureaus: Summer School Held understand
the financial situation of all regions and make calm and quick decisions
in expenditure. Also, it is necessary to pick up work that can not be
picked up by local finance.

Optimization of business management: As a top manager in
financial affairs, we look at the activities of HLAB, we support the
mission of the project to the last while involving domestic and overseas
and other department offices, and see it.

2. Responsibilities

a.
b.
C.

Host weekly Board MTG

Host weekly meeting with Financial Directors

Final responsible person in budget creation, management and
execution

Management accounting / financial procurement management
Settlement of activity expenses (various transfer etc)
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Expenditure control of HLAB's bank account

Management of corporate accounting throughout the year

Collaboration with general affairs manager (HLAB corporate staffs)

Reporting to foreign governments, companies, foundations, etc., after

submitting the summer school

Management of HLAB finance-related accounts

Management of support member system

Negotiation and sorting of overseas university students' travel

expenses subsidies (Financial Aid)

i.  Working closely with the CM responsible for Financial Aid

distribution and the Co-COO (CM-side) to make these calculated
expense subsidies

3. Requirements

a.

Bird's eye view

i.  Financial work needs to grasp the business contents of HLAB as
a whole. It is necessary to investigate things by taking a
bird's-eye view and investing money in places to pay. In addition
to investing, we need to positively encourage the efficient
operation of the entire project.

Management ability

i.  We need the ability to manage the progress of multiple functions
and teams, to motivate members and to raise their respective
abilities to raise the overall quality.

ii.  On a highly airtight work called finance, sometimes it is
necessary to create an atmosphere of the team so that they can
become players themselves and move.

Accountability

i. | need to explain to society why HLAB is socially valuable, why

expenses are necessary, and so on.
Ability to respond

i.  There is a scene that responds flexibly and in that case, it is
necessary to immediately make a decision based on the budget.

ii. Itis necessary to face calmly against unexpected expenditure
and events, and make prompt judgment.

Sense of responsibility

i. Itis also a role to continue monitoring the activity expenses
during the term and to take responsibility for the execution of
those expenses.
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i. Compared to other stations, since a commitment is always
required for one year, it is necessary to have a sense of
responsibility that can motivate themselves.

f. English skills

i.  We need English language skills to ensure close cooperation
with not only domestic but also overseas members to smoothly
fund raising funds and travel expenses.

Financial Development Director

1. Job Brief

a. YY—RIV—ILREIZEITD TIRAL BRDIRTA FETI,

b. HHABDEZXNZEZEHEMEL-L T, HLABORET S St
E-HFHEERZ] ITOVWTEZD, LT, Tnod T E~DRE
Hl ZEZ. BEL. RRLBRAT—IRILI—ZHITEZTAALTY
<o

c. HLABD Kk #EH - HGEMRED =6, BRICEHL > TN TWSRT—7
RILT—LDREZRZEHEFET S,

2. Responsibilities

a. FHREEH - BIAR~OBMBBE IO LR XRT- B8 (B% - EHERK
%)

b. BAEBIAEE - BIAKREDIE - E=42 ) U IOxm (5 - EEER
#)

c. FMETHERHER (—REX~NDEXE, FREDRAETILEE
%)

d BWMEEF—LIRTDA

e. BROI 74+ AF—LOMTGOHRE

3. Requirements
a. {FER9TRE R
i. REHOUEFEFHLABEARDEEANRZILET ILENHY FT,
ML TYEZELA. NTERNEMICHEEZRET HILEN
HYET,
b. WEMERSE A
i.  BERAELSOBIRE. ERICEMLG BN ZIEEL.
BHREEXNGEEZDLENHY FT,
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i. FNETNELLZ-—XFHIBIRAT—IRILT—%FEHEL, &
PIGHLABD THE~DREH] 2ZZASBENHY FT,
c. EAhH
i FREGHERICEVTIE. EEOHLABOIf{EL BEZ] L.
Hif-% TREAI THLABZSRYRATLHELAHY FT,
d a3a=4H5—> 3 HEER
. BB tEE BALBRAT—IRILE—DAR EBELD
SaZh—T 3 ERY. KGN - BENGEREESE LTS
DENRHY FET,
e. 7O FIRT AV EER
i. BIEBEICEVWTIEETY VY - RERAE - REE2HEHRSD
BRRAETOCANEEL. TALEFHRAICEKTT S0,
A— KRy 7/l - EBEE - F—LAVN—DEFA—3
var bta—)ILENIREIZGEYET,

1. Job Brief

a. Management of Fundraising: You will be responsible of raising
money for the organization based on negotiations and communication
with stakeholders

b. Involvement of New Stakeholders: You will be responsible of
understanding and communicating the social value of HLAB to
potential stakeholders in order to get them involved with the
organization.

c. Maintaining Relationships with Existing Stakeholders: In order to
maintain the growth of HLAB, you will be responsible of keeping the
relationships going with the existing stakeholders.

2. Responsibilities
a. Applying to new foundation subsidy programs and regional government
subsidies.
b. Monitoring and reporting to existing foundation supporters and
government
Fundraising to new foundations and corporates
Management of support member system
Manage weekly Board MTG
Attend weekly Finance Team MTGs

= o a0
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3. Requirements
a. Bird's eye view

i.  Financial work needs to grasp the business contents of HLAB as
a whole. It is necessary to investigate things by taking a
bird's-eye view and investing money in places to pay. In addition
to investing, we need to positively encourage the efficient
operation of the entire project.

b. Management ability

i.  We need the ability to manage the progress of multiple functions
and teams, to motivate members and to raise their respective
abilities to raise the overall quality.

ii.  On a highly airtight work called finance, sometimes it is
necessary to create an atmosphere of the team so that they can
become players themselves and move.

c. Sense of Imagination

i.  Inorder to create new fundraising opportunities, you will need to
imagine what kind of value HLAB can bring and think about how
to show that to potential sponsors

d. Communication Skills

i.  Skills and willingness to continue communicating with sponsors

and stakeholders is necessary to maintain relationship.
e. Logical Thinking

i.  This skill is necessary to understand the cash flow from the
governmental/ corporate sponsors

ii. Logical understanding of the major needs of the stakeholders is
also necessary to effectively communicate the values HLAB
provides.

Financial Operations Director

1. Job Brief
a. BARELOIEDL EHLABOFEDERZITL. RESN-BMIC
BO2THENEONTVEILNEZEET S, EEEIFENELLTER
I2&->T. BHIZADTHELNTWES I LEZHERTEHLETH DS,

b. BENDHENREL-GEE. TOHBEZRELLTROLHIDLE
ENLDEBDOBEOLGY ., TLTERREZTO. TOMRBAELR
BMRAZEEZ. HBAEEEE S,
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C.

HLABOSEXICRELGYMDEEETI. BEICH LT, TREDEE
PHADPTYRODESCE L THETHELZITS. FLEREESE
[T LT, MBRELLEBICHRATICEIVELT D,

BEEAROBEE1TS. EEAKREIRERE - |RITOE - /hOR
E-ILOY MA—FILHESHLABOXHZEET 58RO _ETH
%, BIROFEZEL THLABOBEZDRNELET S LARETH
%o

FHEIZAIY., SMETURELRE - WREAET S, TOBEFET «
LS — 3B EDEH ZEEL, FYLSFEEZMITISHC
EICERERLFT,

2. Responsibilities

Q

T Sg@ e ao0T

FEZERL. EBET H-HOMEELDIFE
HLABMDERITAOFED X HH A &1

HLAB2AD B ED TN EET-ODEE A VIN—DREFENDERE
FELEZIHDEL LALERUVMFH L DOREEFE
BESROBEE

INOREDEHE

SMAZEDEANSETDIER

SR E DR DHIE

BHIBDBE - WRDFEICH T H4MBERDF—LI RO Ak
BROI? 74+ 2V AF—LMTGDHRTE

3. Requirements

a.

b.

{FEB A 48 =

i. RETOHFEFIHLABERDEXERBZIEET HIVELAHY FT,
WL TYMEELELA, NMNTIRNEFICEEZRETHILEN
HYFET,

i. REOHEOZETIE, BflEEBIC, SEREZDHEMNED &L
DRBHEEZEEZDDNETERT DRENADHYFTT, BFERL
LT. ZDIRAEEVIMBULICESNATWSERZHE >TK
by,

SR

i.  HLABA#RHICEEAHSHER, BENVELGEHREER, #
RICHRHATEZDORENHY FT,

i. FEZOEAICOVWTIIEFEMSTEDSLS. HEMICFHEA
TOBENHYFT, TOR—BULGEZREHMLTRETED
CEMBELENFET,
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c. Xh
. ERBISEICKIGT HEEASHY. TDEE. BIFICFEDNL &
RETEITOVELHY ET,

d. 7Oz bR AU MEER
. BMBOEFBIEVWTITERDODIRY #RIBFLITTHEDDIHEN
HYUET, TNoZHYLBEDD=HIZ, BFEBEIZHLT
ITHERARL, #HEEBLDODF—LAVN—DEFR—
varvayv ro—)LETVET,

e. TEMLRE
i EREAEME - A AICHBL. EADORETH < BARELZHMER
HEEZAODNDBIENEFZLWTY, CZTWS TEEMHRK
B CEBFOREATEAL, EEREDSE CHEZIRNIC
YIS DEENDEESLET,

4. Job Brief

a. Management Accounting: Under the negotiations with stakeholders
inside and outside the company,you will prepare HLAB's budget and
manage whether the money is used according to the determined
purpose. Management is to confirm that money is being used
according to purpose for just reason.

b. Management of Materials: You are responsible of getting and
managing all the materials and goods owned by HLAB so that they are
used efficiently before and during summer school.

c. Management of Account Book: The Account Book consists of all
information related to the cash flow of HLAB Summer School. You are
responsible to managing the book and making sure it is done correctly,
in corporation with CFO.

d. Management of Food: You are responsible of managing food for all 4
regions of the summer school and making sure they are done
efficiently within the budget limit.

5. Responsibilities

Creating the managing the budget

Management accounting / financial procurement management
Expenditure control of HLAB members

Managing the remaining amount of budget every 3 months
Managing the account book

©®ao0 oW
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Managing cash on hand

Managing budget settlement

Management the team for food and materials across 4 regions
Attending and managing Finance Team MTG

6. Requirements
a. Bird's eye view

Financial work needs to grasp the business contents of HLAB as
a whole. It is necessary to investigate things by taking a
bird's-eye view and investing money in places to pay. In addition
to investing, we need to positively encourage the efficient
operation of the entire project.

b. Management ability

We need the ability to manage the progress of multiple functions
and teams, to motivate members and to raise their respective
abilities to raise the overall quality.

On a highly airtight work called finance, sometimes it is
necessary to create an atmosphere of the team so that they can
become players themselves and move.

c. Ability to respond

There is a scene that responds flexibly and in that case, it is
necessary to immediately make a decision based on the budget.
It is necessary to face calmly against unexpected expenditure
and events, and make prompt judgment.

d. Sense of responsibility

It is also a role to continue monitoring the activity expenses
during the term and to take responsibility for the execution of
those expenses.

Compared to other stations, since a commitment is always
required for one year, it is necessary to have a sense of
responsibility that can motivate themselves.

e. Quantitative Understanding

It is necessary to be able to explain why you made a certain
decision based on clear numbers. It is not about mathematical
skills, but more about being able to make decisions based on
quantitative understanding.

Copyright © HLAB 2011-2019 All Rights Reserved.
26



HLAB

Vice President / Chief Marketing Officer

1. Job Brief

a.

L) IA T« TREIE. BEHRAEENDENLE A IV J TARE
ENB&E3IZ, HLABOLHRFHS KUV I UITA T4 TF7O Ty kIS
DWVTHBMBREAN LI R AL FEITI,

LBV VIAT IRRIFGEHRI VIA T4 TRORBEBRREET
H5,

L®Y)IA T« TREIE. LEREE GRER. BRE. ERRE.
AT TEEEN) BLUIVIA T4 THIE (v X, ERBE
E,. 9TIVHLNRYyT—UIED) OEBZIDEL, TOHETICEEE
&85,

LIV ITA T4 TREIE. PRT4 LY 42— (CM-side) &ZF%4O
SaZHy—2arvERYENS., BNIBITALRIDEHIET 5.
LEIVIA T« TREE. HLABORMEZ HIT. aRkESNE - B
NANADKEFEA VA — - ZIEEZENSESZEZHEIC. BADA
HWEBEHIET Do

2. Responsibilities

a.
b.

BIEIOR—FI—T 4 VI DERTE

BEARIDLHRY VI A T4 7BICAAELTWST A LY A—EDE—
T4 VT DERE

PR T4 LY 2 —(CM-side) L B1DMTGEERE., EWH LR - [LHE
ECEAT AIERE LETL., BHEIZHE U TEC-SideDT 4 L7 4—4%
ATCAZIazhr—avEkEETS

LB LUV ) IA T4 THIEDAEHRTE

[GHGES) (AT« 7EE., HRBAKIEH) E0)IA T4 THEDER
EU7O Ty NEE

HLABTR—LR—, £IESNSTHO Y FDOEE

BROFEHIT - EF

LHREH RRA—, 754%—, ERJ/EEZFTH) BT v XDOHIE
i

BERIYIANDBRETALIavELIUVIRIAE

AT AT EDBME S

BHNRKEEADEZ—D) I II—T 4 2T7I1Zhh 5. BNLHREHER

3. Requirements

a.
b.

— B EEAHLABDEHREEDETEEL>TWS EVS FER
F—LAN—¢EHB@BL, BELGSTAD L) FEETTEHIARIA
> hEER
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BB TELERETEF—LTEDDICH->T, EEBOXELEH
ATTADz Y FEEHTWTEA—TUHEIA U FEY
EREIEMR L. EREIZET 8D

LW EITF Y LU DT BHIFFHD

ez, DTP. TH4 >, WeblZB3 % X &)L (WordPress, Adobe
lllustrator, InDesign, Premire ProZ) O WL\ b ZEiF>TLBANEE
Ly

1. Job Brief

a.

CMO oversees and manages HLAB’s Public Relations and creative
outputs with a broad perspective, making sure that information is
accurately delivered at effective timing.

CMO is the final decision-maker for the PR & Creatives Department.
CMO keeps track of the progress of the PR activities (information
sessions, round-table talks, annual plenary meeting, media operation /
management, etc.) as well as creative productions (goods, annual
reports, welcome packages, etc.) and takes responsibility for their
executions.

CMO communicates with the PR director (CM-side) and supervises
global PR activities.

CMO fulfills their job with the aims of improving HLAB'’s public
recognition and increasing the number of participants, mentors and
supporters in and out of Japan.

2. Responsibilities

a.
b.

=

Host weekly board meetings

Host weekly meetings with EC-side directors within the PR & Creatives
department

Host weekly meetings with the PR director (CM-side) to oversee tasks
and assign guidelines for PR direction, include EC-side directors within
communication channels as necessary

Deciding the policies for PR / Creative productions

Supervising the progress and outputs of PR activities (media operation,
information sessions, etc.) and creative productions

Managing HLAB’s website and social media accounts

Managing and executing PR & Creatives Department’s budget
Overseeing production of PR materials (posters, flyers, annual reports,
etc.) and goods
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i. Managing and giving directions to photographers / filming staff
j- Negotiating for media coverage and interviews
k. Managing global PR activities related to Camp Mentor recruitment

3. Requirements
a. Sense of responsibility that CMO is in charge of all information
released from HLAB
b. Ability to cooperate with team members and management skills to
complete projects without delay
Ability to speak English at a business level is desirable
d. Culturally open mind set for effectively pushing forward global PR
activities with a multicultural and English-speaking team
e. Ability to comprehend and accurately deliver information
Curiosity for new challenges
g. Skillin filming / DTP / design / web-related applications (WordPress,
Adobe lllustrator, InDesign, Premiere Pro, etc.) is desirable

PR Director

1. Job Brief

a. PR Director oversees the international strategies for HLAB’s marketing,
branding and outreach efforts.

b. PR Director collaborates with the CMO on establishing a cohesive style
guide and visual briefs prior to creating any promotional materials.

c. PR Director oversees the preparation of all CM-related informational
materials (recruitment, admissions, training) in collaboration with the
Co-COO, CM-side’s needs.

d. PR Director collaborates with the Creative team to collect media for the
purpose of global-facing promotion and fundraising.

e. PR Director develops a social media takeover idea during the summer
school.

o

—h

2. Responsibilities
a. Following the creative prompts of the CMO
b. Overseeing the production of CM-related materials (welcome packets,
videos, posters, flyers)
c. Collaborating with Co-COO, CM-side on recruitment efforts
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d. Collaborating with photographers & video teams to capture necessary
footage

e. Executing a social media takeover during the summer school

f. Innovating new methods of communication and outreach

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/lllustrator/Indesign fluency

Creative Director

1. Job Brief

a. 9VIAT4ITT4 LY 8—(F, HLABOLHREH (RKRRE—, 754
Y—, EFRBPEELRE) BLUHYT—RI—ILT v ADFIE#HIET
BTALIEA—THDd, COEM BEERAFYINDTALIaY
BEUIRTAV BT,

b. JUIAT4TT4LU3—IE. LIZCHIEBNEELCERESIND
KSCF—LAvN—=¢LBBL, 7RO FOEBEEFITS.,

c. VVIAT4TT4LU32—(F. HLABORHMEZHIT. SRESMN
FH-ERANORZEA VI — - ZEEEZENSELTEFBEIC, E
DaTIEISEHRDYR—FEITS,

2. Responsibilities
a. RN/ EIFEERDOFIESE D RE
b. GBER (RRA—. 754 %¥—, ER|EELE) OHIEHIE
c. YY—RYI—ILTERHETDIVIINADLNNY =D FYDFILT X
(UR KRN R, 2F )1 E) OFERHE
d. EHMZEY ) IA T4 TIMTGDENE
e. BERAAYID)IIL—rBLUBET LY 3 Y
f. BIRDOY—4 T4 o9 F—LMTGH 5 NIZBEEMTCDHRTE
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3. Requirements

a.

= o a0

HLABD Y VITA T4 THME. ESaF7ILFTo Ty FEE-TWSE
WS FEER

F—LAN—¢BEL. BELALSTOD Y FE2HETTEIIRIA
> hEES

FHRZEMBEL, EDaTILERL TEHICKRIRY H8ED
FEMDORHEPERICOVWTECERELLS ETIHEM
FLOZEITFY LY DT BIFFD

ez, DTP., TH4 VIZB3 % X &)L (Adobe lllustrator, Indesign,
Photoshop, Lightroom, Premire Pro%) & I{EREED WN\FThhEiF- T
WBAMEFELL

1. Job Brief

a.

Creative Director is the director who oversees creative productions for
PR usage (e.g. posters, flyers, Annual Reports) and for goods that is to
be distributed during the summer school. Also, Creative Director
supervises and manages photographers and videographers.

Creative Director effectively cooperates with the team members to
maximize job performance without any delay, also by keeping track of
the progress in each task.

Creative Director seeks to raise awareness of HLAB, Inc, especially
through visual materials, to increase the number of participants,
mentors and supporters in and out of Japan.

2. Responsibilities

a.
b.

Deciding the policies for Creative productions

Supervising the progress and outputs of creative productions for PR
purposes (e.g. Posters, Flyers, Annual Report)

Supervising the progress and outputs of creative productions that is to
be distributed during Summer School (e.g. Welcome Packages,
Original Goods (Wristbands, Polo Shirts, etc.))

Conducting regular Creative meetings

Recruiting and supervising photographers and videographers

Weekly update with CMO

3. Requirements

h.

Sense of responsibility that Creative Director is the director in charge of
all creative productions and visual outputs from HLAB
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i. Ability to effectively cooperate and manage the team to execute
projects without delay

j.- Ability to understand and deliver the information accurately through the
use of visuals

k. Willingness to understand the client, subject(s) and the purpose for
each creative production

I. Curiosity for new challenges

m. Skills related to photography / film / DTP / design (e.g. Adobe
lllustrator, InDesign, Photoshop, Lightroom, Premiere Pro, etc.) are
desirable

Media Director

1. Job Brief
a. *TAT T4 LY 2—IE HABOARKK—LAR—T - SNSTHH Y
FDEE S L USEEA T 1 T AOEMKEER &£ HIET BT 1LY
F—Thb,
b. AFAFT4LYA—IE. LICHILEBNBELGCERBIND LS
F—LAVN—ERBBL, TOSTY FOLE - EBEEETS,

2. Responsibilities
a. A T4 T7EEERAHDRE
b. NEAT 47 (FiEtL. WebA T 4 772 E) ~OBMMIKES & VM
X i
c. SNS7HD Y MIAEMIZEBNTONESGLIIZT HODT R A
vk BERRATDa—-)UT, BB, RERE)
d. B1EDT—47 T4V IMIG EbWITAT 4 7EBZEEDOMTIGOD KR TE

3. Requirements
a. HLABO A T4 7 & ZH- TS LWL S HEER
b. F—LAUN—¢HBEL, BELGCTOD ) FEETTEHIIRDA
v hEES
c. EHRZEML., EFEICIEET DHEN
XEZHENRET DA S LAM D
e. A=Z—VREEZEIET HEIEN

Q
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f.

g.

REMIIKREFIEZ 28RN, ERESAMNICIERTE ST 420
HES

WordPress * SNSY—45 T4 25 - JYIA T4 TDAFILERE ST
WBELRBRWL

1. Job Brief

a.

Media Director is the director in charge of operating HLAB official
website and social media accounts. S/he is also responsible for
communications with the external media.

Media Director will effectively cooperate with the team members and
manage the projects to make sure that operations stated above are
executed without any delay.

2. Responsibilities

a.
b.

Deciding principles on media operation

Communicating with the external media (newspaper, web media, etc.)
for coverage requests.

Managing the team to ensure constant updates on social media. (This
includes processes such as planning and proofreading posts.)
Executing constant Public Relations team meeting

Weekly update with CMO

3. Requirements

a.

@ o oo

Sense of responsibility that Media Director is the director in charge of
operating media for HLAB in general

Ability to effectively cooperate and manage the team to execute
projects without delay

Ability to understand and deliver the information accurately

Dexterity and endurance to proofread texts thoroughly

Ability to produce unique and effective marketing plans

Quantitative research and data analysis skills

Creative and marketing skills related to social media marketing and
WordPress operation are desirable
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Event Director

1. Job Brief
a. BARVETALYF—% BRESINE - KFEAVE—FHE&ERK
[CITHONDHAROERE. FREBRGEDLHRA RN FEHEET S
TALIA—THD, INLDLEIWA N2 4 LIZ HLAB XA L7
LY,
b. BIRARV LT ALY Z—IE. TRTNADARY FHABELZCERES
Nn5&5127a0 ) FOEBEEEITO, CHNITRBER - 4R
- ftE - ZHOEEFEFTOIRNTERL,

2. Responsibilities
a. LAY FEEAHORE (EALGGER. FRTERET S0 1 LE)
b. LAY+ GRBAR., ERR. FRER) OESEEE I TEER
B (EEFRELEOFHREZET)
GERA RN OO D FEDERE
d. BROI—7T 1V JTMIGDRE

o

3. Requirements
a. THLABIZHISHTHESH] ELTOLEHRAANY FEH- TS ELS

BER
b. %—A;‘ DN—CBEL. EEGCTOD Y bEETTEHIIARTA
b EES

c. T*ﬁ’éﬂﬁ#b IEHEICIRZET HHE

1. Job Brief

a. Event Director is the director in charge of all the Public Relation
Events, including information sessions, round-table talk session
(zadankai) and annual plenary meeting.

b. Event Director is in charge of project management to make sure that
every single events are executed without any delay. This includes all
the processes from booking event venues to external communications,
event planning, and event operation.

2. Responsibilities
a. Deciding principles on Public Relation events (= Which venue or
schools will we hold our events?)
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b. Managing progress and supervise the operations of Public Relation
events. This includes going through procedures such as booking event
venues.

c. Managing budget for Public Relation events

d. Weekly update with CMO

3. Requirements
a. Sense of responsibility that Public Relation Event Director is the
director in charge of all the public relation events that provide
opportunity to get to know HLAB for the very first time
b. Ability to effectively cooperate and manage the team to execute
projects without delay
c. Ability to understand and deliver the informations accurately

Vice President / Chief Strategy Officer

1. Job Brief

a. ATV F-IRVAVPF:CSOFAZIa=Fa - IALTAVD
B, ITHESEV) 44— T - TOTSLEOLAKBEZEREL.
TOERICEETEES, BIEEERICELT, Y1IILR =2 %KRE
L. TOEBZFETEL. BEIRE LGS ITECNICHRRKREILE
LETT 5,

. BERRE:ERREFEARNICRIICENTSERET HH, HE
HRENDELIZEIX CSO NEREBRREELTED,

b. F—ALIRVAVPF:CSOIX, TALIUVE-BREDEHLEEFR
CT, OZa=FT4 " IRXTAVIE, ITHREIV)—EF—y T -
TOYSLEICBSETIREZEEZFTLEOHZRENEES,

2. Responsibilities

a. B1EDOR—KFET—T4 VT DEE

b. B1EIDT « LY 2 —3% (Community Management Director, IT
Director, LP Director) EDIX—T 4 VT DHRE

C. ETOMETHAIAZIA=ZTAIRIAY MR, ITEE L ULPEDR
AEE;

d R—FEBHIUIRT A FHE (EC-side, CM-side) DE%EH

e. TOMHLABZEE T HLTHEL INDERESM
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3. Requirements
a. HLAB OEf : HLAB DEESH I UBERNBTZELCEELTLS
i. PERIANGR  PROAMNKEZL--T, BEETINIEEXRZ
RETZES
i. RRENRR: SROEEEEZEMAET S LT, EEMLRH
BERREL. BRRFILETDHENTED
b. MEBHNEE  MEZEELLTEBL. DENICHRT HEP%EEHD
c. ASaZ#H—23Y:  J+—<N&AVITA&—TI)HFEaAZI a1 =F—
DaVvEBRBLT, BHREBRAT—UVRILI—EDRMICERBEEZ L S
CEMNTES
d. EEEE  AEANOLTOXES - FHELEEBREEET S
& T, HLABYY—X IV —IILDEEZMEIZT S

1. Job Brief
a. Project Management: The CSO will set goals for the Community
Management division, the IT division, and the Leadership Program
division, and are accountable for achieving those goals. They are
responsible for establishing milestones leading to the goals, and for
ensuring progression toward those milestones. When a problem arises,
the CSO is required to swiftly put forth and execute a solution.
i.  Decision-Making: Most decision-making will be completed within
the departments, but if an urgent decision must be made, the
CSO will hold final say.
b. Team Management: The CSO will commit to comprehensive
communication between the three directors (Community Management,
IT, and the Leadership Program divisions) to manage all students who
are involved within the department.

2. Responsibilities

a. Host weekly board meetings

b. Host weekly meetings with 3 directors (Community Management, IT,
and Leadership Program)

c. Close and comprehensive communication with the Community
Management division, IT division, and Leadership Program division.

d. Plan the Board Retreats and Management Training Sessions (EC-side,
CM-side)

e. Complete any and all other tasks that arise and are necessary for the
continued operations of the Strategy department

3. Requirements
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a.

Understanding of HLAB: complete understanding of HLAB’s
principles and business content
i. Middle & Long-term Perspective: have a middle and long-term
perspective of the businesses involving HLAB’s summer school
program; put forth any plans of action that should be
implemented by the organization
ii. Cross-Departmental Perspective: understand the
cross-departmental layout, recognize the structural problems,
and put forth sufficient solutions
Logical Reasoning: the ability to recognize and conceptualize
problems in a structural fashion, and resolve such problems in an
efficient manner
Communication: effectively communicate with multi-stakeholders
through formal and informal communication
Establish Trust: build relationships with those who are supporting the
continued efforts of HLAB’s summer school program, particularly within
the Strategy department

Community Management Director

4. Job Brief

a.

Oy bk - IRT A2 Community Management Director [
HLAB 2020 IZ&(F 5D HLAB IS 2 =T 4 BELOLKBEFEEHRTE
L. TOERICEEZZES, BEERITELT, TMILR M=%
EL. TOEHEZEEL. BEIRE LGS IEEOCHITHERKEIL
ZLETT 5,

F—L « TR T HA 2 bk : Community Management Director £, 33 2
ST A IR TAVMBICHBET ARFELTFLHHRENEES,

5. Responsibilities

a.

b
C.
d

E1ED CSO & DEH KA

CEMEID O AT AIRTA Y MBMTG DRTE

SEEDAZIAZTA4IRDAY MIOEKBEREZRTE

CFEERAT A —ILEEREL. 1 A2 k¢ (HLAB Conversation, LABZ.

Homecoming Day. X1 =74 >) AABIZ{THNADE LS. BET
%,
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e. HHAB 75 LT M ESFEEDHYI—R I —ILDEEL LGS

f. Z0h, EARTHELERBREL EDMEEEDA R L, <
DT SLFTAIZTTA—FFT51=HDF ¥ o RILEEET D

g. ZEARBZYITHOCSO EH£(C, HHABOAZS AT A DHINETLEEH
. ERO-ODOBREERETT S

6. Requirements
a. BBH: OS2 T4 VS HEMNBHEEOMEZEMFLI-LT, &
HICRBIEAILOLMREZIRETEDS L
b. RITH: BEOHLAB I a=-FT(IEDL=HIZ, 7HarvTFs
VETHELIAH, ERIZEKTT S0 HE L
c. EHEME  BIEMICEERFREEETISLT. HHABOS a7+«
281D [NNT| LLEIHFHEICELAENDZ &

4. Job Brief

a. Project Management: The Community Management Director (CMD)
establishes the goals for the community building of HLAB 2020, and
shoulders the responsibility for achieving said goals. In regards to
achieving the goals of community development, the CMD must set
milestones, manage the progress toward those milestones, and if a
problem arises, the CMD must swiftly put forth and execute a solution.

b. Team Management: The CMD is responsible for managing the
Community Management team members.

5. Responsibilities

a. Weekly update with CSO

b. Host weekly Community Management team MTGs

c. Set annual goals and schedule for the community development this
year.

d. Based on the schedule, make sure the quality of the events (HLAB
Conversation, LAB-kai, Homecoming Day, Reunion)

e. Bridge relations between participants and alumni.

f. Establish channels among alumni.

g. Envision the future of HLAB community with Corporate Staff, and
enforce a policy.

6. Requirements
a. Planning: Understands the characteristics of community and suggest
plans to develop it.
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b. Execution: Has the ability to carry out a plan
c. Establish Trust: Actively establishes trust with people involved in
HLAB, and be the “hub” of the community.

IT Director

1. Job Brief
FITITH—EXREMRICET 58K - ERS L UHLABORET 5T —FEE%
T2, BRANLEKEINLIBEROINEZRELYLGLAL, ETOEKRER:
T&5, BROITARDAL MEITS.
a. HLABOEEITHERAT AITH—EXDE(E - ER
b. HLABTERT 5T —2 DEXE - ERZH#HiiE
c. ETHOITEHEDHREO

2. Responsibilities
a. #1EM Strategy MTG 72 5 U ZEEMTG DR E
b. CSONME1EIDIHEEEN
c. G Suite / Slack / Edmodo7z &, HLABTHIAT 3ITH—EXDEE
i. GSuite: A—HDFThOU k- TIL—T - J74ILEBLE
i. Slack: A —HZBHFTH - FroRILOEELGE
iii. Edmodo: &ME (BR4E - KFEE) OT7 AV Y FEEDL, ¥
FADEREERLE
iv. my.hlab®, FlagshiplZxfd B#EEERDEO
d. i - N—FXFILDERE
A—ILDEZTHEE., 774 IILVAOHBROBRAMBE. >3a—rAv b+
F—H EDTipsDE%N
e. ERDITY—ILICETIERDET ) VT EBERERICRELITY—
IWDERE = IZER#B) (Google SpreadSheet¥°Slack bot#: &% &
)
f. RZBE /I BRETUF—bDT—2FEH
. U—4F—=w T TS LmMEICHLTT Y —LEEL
THRBAEZITL. SEHLABLOBGRIZEEIT 5 -DICRHER
T—ADIREZEITS
i. YI—RIV—LBMEIZHLTTUoy—r&2ELT, ¥7—X
J—ILDHMBRAERVSMED —_—XZWE L. §EHLABL ##
BIERNT B -DITBERT—IDIREEITS
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g. PSS/ ERESMEDT—2FELED
i. RBAKEHMESDT—2E%EHEL. SEBRHLABIGBRGHIZEENT 5
I BEREBEZERK
h. Zhih
i. ITEETHNLHENI EALDTEEIFAHEHARD
i. LEEICEST. HLABARKREBEELENATLWELWT—2DERFS

fi&

3. Requirements

a. MLLVARZERINLEEITS%ES (ALD)
ITEEDRBE N TS, EHEIIERFFETHYFERA, BIZES
LE=oRFERICTELON., ESLEoLYBREIZGELONMEHFE
Ut 2 EBDNRBVEETY,

b. RRHE
EEZEORICIE. NVIAVDOFEVALRDNLLENE I LANNE
¥, £z, BATHRAMNMEDLI S LSLILE%ZITEICHNTLS I L
LHYFET, LDICIRTRS, TEIZBEZATHITohdsMDEbHnE
ED

c. BECEEREN
HADEH D LS BHEBELLELDT, BATLoAY LHIBZERD
T. ZETLTWWK ECEHENNRDOENFET,

d. asaz=45—3>h
ITEFXDABTF—LTHY., OB TEFF—LAVN—LDEFGO
SaZh—YalhERERBYET,

1. Job Brief
a. IT service management
b. data management
c. IT issue solving

2. Responsibilities
a. Set strategy meeting or the related meeting every week
b. Report signs of progress to CSO every week
c. Manage IT services utilizing at HLAB such as G Suite, Slack, and
Edmodo
i. G Suite: manage user accounts, groups and file
ii. Slack: invite users and manage channels
iii.  Edmodo: manage accounts for every university student and high
school student and create classes if necessary
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d. Instruct how to write an appropriate email, instruct how to name file,
give some tips including shortcut keys

e. Conduct the IT tool requirement interview with members of each
departments and develop IT tools following the requirement. (Google
spreadsheet, Slack bot and etc...)

f. process the data gained from questionnaires answered by high school
students and university students

i. ask participants of Leadership Program(LP) to answer
questionnaires for the improvement and aggregate data
necessary for HLAB’s future work.

ii.  ask high school participants of HLAB to answer questionnaires
for the improvement and aggregate data necessary for HLAB'’s
future work.

g. aggregate data of participants of the information session
i. aggregate data of participants of the information session and
urilize the data for the HLAB’s sustainability.
h. ohter
i. be a consultant of IT problems
ii. aggregate other data depending on needs

3. Requirements
a. motivation for learning
You will never be the professional of IT since there are always new
functions released. You need an attitude to always learn new things
and keep thinking what would make your work more efficient.

b. patience
Sometimes, there are some members who do not even know how to
use the laptop. Also, there are some peers who asks simple stuff
before looking it up on the Internet by themselves. Therefore, you need
patient on answering to all those simple questions.

c. self-management skills
As there are less opportunities working with people outside of the
community, you need to manage your time by setting deadlines by
yourself.

d. communication skills
As IT team consists of few members, communication is going to be a
significant part of your job.
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Leadership Program Director

1. Job Brief

a. ry RI—=04%Y  HFOEBEBA-EOENVETHAT S

b. A3 —ZHOEEM : HLABEEZE L L THLHEATEIREAY
2 —12ER

c. AMBDRIUA : YI—XR U — LA EMBETORIEAZHAS=HD
#im

d. CM-sideWt{& & D& : Admissions & Training Director, Mentor
Experience Director & & L TCMZ T ANKHI ZECRITEZ 5

2. Responsibilities

a. ERTHEIEY (£4E. SSEERET)

i. 3BA¥XVUAFTEE
i. S5A&G®
i. 7TAE®E
iv. 9HATRE
b. £ATHEEY IZHT-> TRHEL, B1EID LP MTG 7% 5 UIZEHEMTG
DERTE

B1EID., CSOEDEHHREMTG

SHRFHEEY ICRELRT R M OERBERE & OBERRMEEESH
e/ > rO7o ~O%EY

1on1. 360°FB7%: & MLAB SessionDEFT
R—FREDI R A D FHEREIZE LT ELERE

@ "o oo

3. Requirements
a. EER : HLABOIRB THILETOANICH L TEE - B - BEEZRA
EFB2EADaTY FRHEND,
. ATV FOBREMLET. T—FN\v I ERTHREER

H 1= $2E&
b. 7RI FIRTAV LA - UG EFRAERILWMELEET SN
MKRHBHNDB,
. TL—N—TEHELIR—Drv—,LLT., —DODF—LExFL
HT-1RER

i. ZLDAEEZAATHEL-EER
jii. RTTVa—)-1TREEZHREL. EHEEEIT LN

c. AN BIZHERN TA] ORBTHY. HICIELESIZI2=4H—
IVEMBIERAKRKO NG,
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i RN - BE - ERERE - SR ETBEYICE L TRL
EHVEGRELOABLRII A=y —S 3 - BBREES

i, BN KPELEREICOSA-H—S 3 RN AHEELRRE
A, ELLIEFNIZESTEZaZI 25— avh (BFEHhTS
ns)

ii. ZHLEEBZAZEMBLTZITAL, ER2IZHIET S AH

1. Job Brief
a. Create a cross-regional / cross-functional bond before the program
starts
b. Mentorship development
c. Help the all ECs make an alignment across four regions
d. Work in tandem with Mentor Experience Director and Admissions &
Training Director regarding CMside Training.

2. Responsibilities
a. Develop four leadership programs
i.  Those events will be held in March(Kick-off), May, July, and
September
b. Develop relationships with potential guests or facility managers
c. Intro-Outro Organizing with Mentor Experience Director, Director of CM
Logistics

3. Requirements
a. Sense of Responsibility
b. Project management skills
c. Communication skills (English proficiency)

1. =
a. i1 44

2. Job Brief
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a. FASz I b IRT A b Chair [T &g v —X 7 — )LD 2K
BiEEZHREL. TOERKICEEZZES, BEERICELT, ¥1ILR
F—2%REL., TOEBEEEL., MELSRELBEIEEDOHIC
RRREILELETT 5,

i HBEBRRTE: FERFIZSHEBICBTAIRBREETHD,
HLABOESZ L DEH. R— FADER - REFTICHFEICHD
HRICERREZTS.

i. BNEB: FHECHTSERERKE. BAHAFK., TOMEE
ek, Bk L& DEFRMEF. XREZEHMNIC. SHgKRBLL
TERERVITEEDLE., REDEHEZES,

b. F—ALAIRDAV M gD by TEL, BHBOETORFEEA Y
A—%FEHELTEED, YR— T 5%EF%EES5, BEHRTE. &
BEBIZODWTEHEBEETO>TWLH, BCETHLEREFEAVEZ—D
HEMREITH S,

3. Responsibilities

a. EMEYIT—R I —ILIZBTEIRKERRE

b. ZHiEF—LDHME - TR Ak

c. BHEE

d. E2RIDE—TFT 1 VT ~DSM, TOMI—FT 4 VT DHRE - S (B
ICHAB &2/, 23D I —TFT 0 I A~SM)

e. CMLeader, PD #X A f-X—T« V5 &E1ETL, EEL-TOS
SLEY - BAKREDE=HOEREY ICERY BT

f. MBERLHELFERTE

g. HHAIMICBEAL T, LRBEDEFEZITTEIRY 7+ —R =ML,
FTDF—LDETERILT 5,

h, &Y ~<—Xo—L 7055 LR (BEAXHER -/ 0814 L5
12 - TEINBRE)

i ERESRT—Ca—ILDERTEERET

j. YY—RIU—ILIEBARE~ADBRERVEEADS | EHE

4. Requirements
a. V—=4F—Sv 7 BICHELE D a v EHEBAN—%F5|25k>TL
CELEBIT, AUN—DBKFEIBELI-SATEUG I+ 0—T7 v T

EITORENDH D,
b. BEER : WAL SHKL, HLABD ] L LTOFEGEENTIRE S &
BENDH D,

c. #tEN : TOTSLEMERBLT. EDFA I VT THZTHIEITA
EWOFEODON, REANGHBEZITES A TEHEES ZIEET 0
ENH D,

d. ¥lErh : HBFRICRL T, RIWEGCHMZTILELNHD.
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1. Overview

a.

1 person per region, 4 Chairs in total

2. Job Brief

a.

Project Management: Chair establishes the goals for the summer
school in each region and shoulders the responsibility for achieving
said goals. In regards to achieving the regional goals, Chair must set
milestones, manage the progress toward those milestones, and if a
problem arises, the Chair must swiftly put forth and execute a solution.

i. Regional Decision-Making: Chair is the final decision maker
within each region. Chair will be asked to make decisions
deliberately, based on its conformity to HLAB’s values and
missions as well as discussions and decisions made amongst
HLAB 2020 Student Board.

i. Multi-Stakeholders: As the representative of the regional
teams, Chairs will meet, greet, and hold meetings with major
organizers, cooperating organizations, other major facility
owners, business partners in each region with the goal of
maintaining and developing healthy relations. Chair is also
responsible for bridging such regional counterparts with HLAB,
and to report to HLAB about each situation when necessary.

Team Management: As the representative of the regional teams, Chair
is the manager of all mentors in each regional team. He/she is asked to
support each members of the team by setting goals and/or progress
management when necessary.

3. Responsibilities

a.

b
C.
d

Final decision making in regional summer school

. Organize and manage regional team

Build external relations

. Mandatory participation to at least 2 meeting per week; Organize /

Participate in other meetings when necessary (Approximately 2 to 3
meetings per week, 2 hours each, during busy seasons)

Budget compilation with the Finance Team

At the request of the Marketing Team, organize task force and oversee
it.

Prepare summer school program, which includes confirmation of
organizers, creation of macro / micro timeline, and the contents of each
program)
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h. Formulate and execute annual schedule
i. Post summer school reports to stakeholders and transfer of duties to
his/her successor

4. Requirements

a. Leadership : Ability to bring his/her team together with a clear vision,
along with providing appropriate follow-up to members when
necessary.

b. Responsibility : One must be able to act as the “face” of HLAB at all
times.

c. Planning Ability : Throughout the program, one must be able to
understand what must be done at which timing, based on which he/she
will make a long-term plan. He/she is also required to act accordingly
based on this plan.

d. Ability to Make Decisions: One must be able to deliberately make
appropriate decisions when necessary.

Position Summary:

We are looking for a CML to represent and support the CMs in a regional site,
facilitate communication between the Japanese and Global facing members of the
organization. Prior to the summer school, the CML will be tasked with work on
regional CM-led programming with the Program Director and connect informally with
their region’s CMs on aspects of training. During the summer school, the CML will
act as the point person for conveying information and updates to their team and
resolving problems in real-time on the ground. A successful CML will be proactive in
developing their regional team and supporting them to have an enriching experience
at HLAB.

Responsibilities include:

e Assist the Director of Admissions & Training on recruiting, selecting, and
interviewing of the CM cohort and meetings the needs of their region,
continuing by following the training of their team members

e Planning with the Chair on regional programming to develop CM-led
programming and integration of CMs into the summers school by voicing CM
needs such as dietary restrictions
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Participate in weekly meetings with the Chair and other regional key members
Collaborate with the Director of Logistics to ensure consistency between
general communications and region-specific communications and help
streamline regional information

Lead informal communications within their regional teams through the
regional FB group or Messenger to improve team bonding

Work with the Mentor Experience Director to align the HLAB experience from
Intro, through the Regional programs, to Outro in a holistic way

Bridge the international team and with the Japanese team during the program
Resolve any CM-related concerns or miscommunications on-site to address

Qualifications:

Supportive and empathetic in addressing concerns and apprehension about
going to Japan or participating in HLAB

Attuned to the qualities of the regional site and how it is differentiated from
other regional sites

Skilled in building up diverse individuals as a unified team while connecting on
an individual-level basis

Demonstrating appreciation of cultural exchange and the public diplomacy
elements to smoothly connect all members of a region

Excellent communication skills and work ethic

Position requires a consistent pacing of work once the CM cohort is recruited
through to the summer school.

Program Director

1.

2.

M=
a. i1 44

Job Brief
a. FATSLA2MX2T 3/ O00ERETL. SSOTEHIEELT
FHMEDO TS LEOLEEY T ELEBEZEET D, £z, =
JODERERMIEO I/ 0L EHIZITS,
b. BNEE : LEICIE LT, FMBICH 5 EHERK. BAHAFK.
DMEEMER. W5IEk L DOERMEF. REZBMIC. ZEREHIZE
B KRE L L TRERVITEEOE. HIMEZEREDEFZE S,
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C. F—ALIRDAVF (HITETOTSLEDAN—IIHLTY —
H—LyTJaREL, 2RVEMILDEERETYHR— T %,

3. Responsibilities

a. WEIZIE LB EE

b. EIEQ&EMIZE T OIS LES—FT 127 - B1EOHIEANZI—T 1 >
JOEFELESM, BEIZECTHES —T 1 VT OEE LRSS
EQI—T407Em. ERREMEL
BRCMY —F—~DEREH. S —T1 VT DEE
d. EMEHY<T—X IV —LTATSLER (F9B/ 20084 L5421

B - TEEREES K VM)

e. TERUVEBOBFEREMBE VEHEE

o

4. Requirements

a. BER: tEHMIBELLT. ETOLEIZEVWTERZEELRKEEE
FLELTEHADLYKRITEIBLELNH D,

b. HEN : JOJSLEREELT. EDFA I TRZETLEITA
EWNFRELDON, 2REREEZTNENICREMGHEZITES A
THEEEWZEET IVLELH D,

c. W : BB EICHIGHARIEET., BIFZELEL LTS A /N—,
HoTWBAADHIZTEN D,

d. (E8BH) : BAR—FEDIIa=Hr—23Y, CMADER - 5EH
EEMBICITASEENEZET

1. Overview
One Program Director [PD] per region. Four in total.

2. Job Brief

a. Program Making: As a director of Program team, make macro
timeline, lead contents development, and manage the progress. In
addition, make micro timeline with the person in charge.

b. Relationship Management (External): If necessary, PD will meet,
greet, and hold meetings with major organizers, cooperating
organizations, other major facility owners, business partners in each
region with the goal of maintaining and developing healthy relations.
PD is also responsible for bridging such regional counterparts with
HLAB, and to report to HLAB about each situation with the Chair when
necessary.

c. Internal Management: Manage Program team members.
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3. Responsibilities

a.

Developing relationships with stakeholders (sponsors, etc.) when
necessary.

Set at least 1 meeting per week as well as joining meeting held by
other departments and teams.

Weekly update with Chair and CML

Making regional programs and timelines for summer school
Supervising job plans and operations of ECs of Program Team.

4. Requirements

a.

Leadership : Ability to bring his/her team together with a clear vision,
along with providing appropriate follow-up to members when
necessary.

Responsibility : One must be able to act as the “face” of HLAB at all
times.

Planning Ability : Throughout the program, one must be able to
understand what must be done at which timing, based on which he/she
will make a long-term plan. He/she is also required to act accordingly
based on this plan.

(Fluency in English): having the English ability and determination to
communicate with the global members on the board, as well as
relaying information to CMs
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