
 

 

 
 

Job Announcement 
 
 

Coordinator at the Initiative for Education Policy and Innovation 
 

 
The Munk School of Global Affairs and Public Policy brings together people who are passionate 
about addressing complex challenges. We offer over a dozen interdisciplinary undergraduate and 
graduate programs. As part of the University of Toronto, we are home to exceptional faculty, 
researchers and staff from around the globe, and over 40 academic centres, labs, and initiatives. 
Our goal is to build a unique, world-renowned research, teaching, and public engagement centre 
that shapes the fields of global affairs and public policy from Canada. 
 
The Centre for the Study of Global Japan (CSGJ) at the Munk School was established in 2017 
with an endowment from the Government of Japan. CSGJ is a vibrant place for the exchange of 
ideas and information about contemporary Japan. It facilitates research, teaching and public 
outreach to foster ties between Canada and Japan. The Initiative for Education Policy and 
Innovation was launched in July 2022 to support education reform in Japan through the promotion 
of evidence-based policy initiatives with global impact. 
 
The candidate will support the Director of the Initiative for Education Policy and Innovation at 
the Centre for the Study of Global Japan in the following way: 
 
Operations 

• Coordinate and communicate with outside speakers for IEPI sponsored events 
• Organize and participate in IEPI events 
• Engage in community outreach such as participate in meetings with potential donors and 

supporters of IEPI 
• Build a database of supporters in Japan and Canada and maintain an email listserv 

 
Research 

• Renew and extend research protocols 
• Monitor and track research consent forms for parents and students 
• Send reminder and follow-up emails to students/parents to complete their surveys 
• Provide supervision to undergraduate and graduate RAs at University of Toronto 
• Coordinate on research tasks in consultation with the Director of IEPI 

 



Education, Skills, and Experiences 
• Preferences given to candidates with a BA degree  
• Prior work experience in academia, government, or the private sector 
• Strong organization and management skills and attention to detail 
• Ability to juggle complex tasks with minimal guidance 
• Strong written and oral communication skills (in Japanese and English) 
• Candidates with gaps in employment due to care giving for their family are encouraged 

to apply 
 
 
Duration of contract: six months 
Number of hours per week: 20 hours 
Hourly rate: $36.31 
 
Interested candidates should send their updated resume/CV and a cover letter explaining why 
they are fit for this position. The files should be compiled into one PDF and sent as an email 
attachment to the Centre for the Study of Global Japan (csgj.munk@utoronto.ca) by January 
6th, 2022, 5PM ET. Only short-listed candidates will be contacted for interview.  
 
 
 
 

 
 
 
 
 
 
 


