
COLLEGE & CAREERS’ ADVISOR

Closing date: Friday 16th December, 2022

Start date: August 2023

Find out more on our Facebook, Instagram and LinkedIn pages.

About our school

Welcome to Osaka YMCA International School (OYIS). OYIS is a special place founded
on the values of family, community, empathy, caring, and learning.

Located in the heart of Osaka City, we are a non-profit day school that offers the PYP,
MYP and IB Diploma Programme.

OYIS is distinguished by its warm, family feel and personal approach. We are an inclusive
school with a leadership team that prides itself on taking the time to talk to parents and
students about their individual needs. Our entire school is committed to delivering a
world-class educational experience built upon the solid base of the International
Baccalaureate (IB).

OYIS, which has more than 300 students from 28 countries, is accredited by the Western
Association of Schools and Colleges (WASC) and is a member of the East Asia Regional
Council of Overseas Schools (EARCOS).

About the position

The successful candidate will run and maintain a program that supports students as they
prepare for university and career choices. The candidate will use a wide range of
technologies and contacts to achieve this, and assist teachers in the support of students.
The advisor will keep parents/caregivers informed about student progress and attend
meetings and information sessions as required.

https://www.facebook.com/osakaymcainternationalschool
https://www.instagram.com/oyisymca/
https://www.linkedin.com/company/82777615/admin/


About You

You will be an experienced college & university advisor with a passion for education and
engaging with young people. You will preferably have experience of working in IB schools
in a national or international setting and have detailed knowledge of the IB Diploma.
You will have worked in K-12 schools and enjoy being part of a dynamic, supportive and
collaborative atmosphere with like-minded staff. You will be internationally-minded, with
excellent communication and interpersonal skills and a strong work ethic.
You will also be an important link to the wider school community and maintain excellent
relations with our parents and caregivers.

About our city

Osaka is one of Japan’s most vibrant and exciting cities. It is home to Universal Studios
Japan, one of the world’s largest aquariums and numerous parks and hiking routes. With
Kyoto 44 kms to the east and Kobe 27 kms to the west, there are many options for trips.
The city’s transport links are superb and the train and bus networks make nearly
everywhere easily accessible. For trips outside of Osaka, there are domestic flights or the
famous bullet train (Shinkansen).

Osaka, Japan’s second-largest city, has good air quality and is particularly safe and
family-friendly.

About Our Offer

We offer a generous package that includes a competitive salary, health insurance, and a
housing allowance. We also offer a relocation allowance, an individual professional
development budget and comprehensive assistance with relocating.

Important Note

OYIS is committed to safeguarding the welfare of children. All staff must share this
commitment. Any offer of employment will be made on the condition that relevant criminal
background checks are submitted by the applicant and acceptable references are received.
Please see our Child Safeguarding Policy for more details.

We are committed to diversity and inclusion in the workplace. We do not discriminate based
upon race, religion, colour, national origin, sexual orientation, gender identity, gender
expression, age, or disability.

https://docs.google.com/document/d/1TlB4BHrj822xeUbOtIh33Y9h00ARED6FK74O8UMexag/edit


JOB DESCRIPTION

COLLEGE & CAREERS’ ADVISOR

Purpose:

The counselor is responsible for providing MYP and DP students with information, support
and advice about career and college pathways.

General Competencies:
● Multicultural competency and international mindedness
● An understanding of the IB Standards and Practices
● Leadership qualities commensurate with the position
● A highly collaborative approach

Key Roles and Responsibilities:

● Plan and present student and parent information sessions on a regular basis relating to
the university admissions’ process.

● Work primarily with Year 11 and 12, but also with Year 10 and younger students when
appropriate.

● Maintain a strong working knowledge of university systems, especially in the US and
Japan, and trends in higher education.

● Help students in the use of BridgeU, UCAS, and The Common App.
● Be the school’s official representative for SATs. Promote, plan and organise SAT exams

throughout the year, working with internal and external students.
● Share financial aid and scholarship information on a timely basis with students and

families.
● Work closely with the IBDP Coordinator and Subject Leads regarding course selection,

progress, predicted grades, etc.
● Work with the IBDC and marketing officer to arrange university-related literature,

transcripts, reports and promotional material.
● Complete appropriate professional development - including IB-related workshops,

college and career counseling conferences and other related workshops and activities.



Career Counseling
● Onboard Year 10 to the BridgeU app annually.
● Give presentations to the school community, including parents/caregivers, regarding

careers.
● Take part in information sessions for parents, coffee mornings and parent conferences as

required.

● Arrange for university representatives to visit school and visit universities to develop
links.

Helping with Applications

● Schedule meetings with students (and parents if necessary) on an ongoing basis to
discuss university applications.

● Offer advice regarding financial aid and scholarship applications as applicable.
● Monitor individual student progress and track their application process.
● Arrange for letters of recommendation to be written and submitted. Guide teachers about

how to write college recommendations.

Administration and Reporting

● Maintain a professional office where materials regarding universities and careers are
displayed and information is readily available for students and parents.

● Maintain accurate and complete records of students’ application materials, college
applications, acceptances, scholarships awarded, etc. Analyze these and create reports
on these to help give well-informed advice to students, faculty, and parents, and to create
reports as required.

If you are interested in joining us, please send a cover letter, your current CV and two
references to employment@oyis.org


