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Job Posting — Overseas Business Planner

Item

Content

Organization

(Department)

Osaka International Business Promotion Center
International Affairs Department (IBPC Osaka)

Address

1-5-102, Nanko-Kita, Suminoe-ku, Osaka 559-0034, Japan (Intex Osaka 2F)

Nearest Station

Osaka Metro Nanko Port Town Line, Nakafuto Station

Employment Type

Contract employee (3¢ Possibility of permanent employment after 6 months)

Job Description

Work related to domestic and international economic exchange projects and event

management within the International Affairs Department.

Main

Responsibilities

® Operations and management of the International Department projects, mainly
the Business Partner Cities (BPC) economic exchange programs.
Managing project budgets
Coordinating and liaising with BPC partner institutions (14 cities, 18
organizations) and relevant Osaka-based organizations (Osaka City/Prefecture,
METI-Kansai, Osaka Chamber of Commerce and Industry, foreign consulates,

domestic and international economic promotion organizations etc.)

Economic Exchange Projects
® Organizing and managing overseas business trade missions
Organizing and managing overseas business matching events
Organizing and managing company participation in international trade fairs
Organizing and managing domestic business matching events
Organizing and managing business seminars

Organizing and managing international conferences

Organizing and managing training programs

About BPC (Business Partner Cities)

BPC is a type of city partnership in which cities in the Asia-Pacific and Europe,
including municipalities, government agencies, and economic organizations, take
leadership in promoting economic exchange at the private sector level. The network
aims to build a multifaceted international network for economic exchange, contribute
to the internationalization and revitalization of SMEs in Osaka, and deepen mutual

understanding and friendship between partner cities, thereby

<Website >

Osaka International Business Promotion Center
International Affairs Department (IBPC Osaka)
https://www.ibpcosaka.or.jp/en/

Osaka Business Partner City Council

https://www.ibpcosaka.or.jp/bpc/en/
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Other Key Tasks

1. Vendor and Outsourcing Management
® Communicating with vendors/agents (interpreters, venues, hotels, etc.),
requesting and approving quotations

® Drafting internal approval documents

N

. Public Relations and Information Dissemination

® Newsletter distribution

. Event Management
Creating event flyers and materials
Manage event logistics (reception, operation, progress updates)
Recruiting participants (approaching private companies)

Preparing post-event reports

Required
Skills/Experience

3

°

°

[ ]

[ ]

® Relevant work experience
® Bachelor's degree or equivalent

® Business-level English (approx. Eiken Pre-1 / TOEIC 650-820)

® For non-Japanese applicants: Japanese proficiency equivalent to JLPT N1
® Proficiency in Excel, Word, Slack; Adobe skills a plus

® Experience with social media, WIX, newsletters preferred

® FEvent management skills

Working Days

5 days per week

Holidays & Leave

126 annual holidays (two-day weekends), national holidays, summer vacation, year-
end/new year holidays, condolence, childcare, nursing care, maternity/paternity, and

paid leave

Working Hours

9:00-17:30 (1-hour break) *Approx. 10 hours overtime per month

Start Date From April 1, 2026
Salary Annual salary: 3.5-5.0 million JPY (determined based on age, experience, and ability
according to the organization’s pay scale; paid monthly in installments).
¥ Temporary compensation (bonus) may be paid based on performance and other
factors. (Bonuses have been paid in the past three years.)
Benefits Social insurance

Remote work available

Flexible start time (5 options)

Side job system available

Work visa support available

Reemployment system

Retirement allowance (after regular employment)
Certification support (100% covered, per internal rules)
Regular health checkups

Medical insurance

Influenza vaccination (covered)




Work interval system (11 hours between shifts)
Membership in Osaka City SME Workers’ Welfare Service Center (various
discounts and benefits for sport facilities, movies, museums, restaurants etc.)
® Internal and external training programs
- Orientation training
- Skill-up training
- Compliance training
- Self-development subsidy (per rules)

- Overseas facility study visits

Allowances

Transportation (actual cost), overtime allowance

Position Highlights

® Engage in international business projects

® Utilize English skills

® Gain planning and project management experience
[

Overseas business trips

Selection Process

1) Document screening — 2) Interview (1-2 times) — Offer
X Through the interview process, we ensure applicants fully understand the job

responsibilities, terms, and conditions to make their decision with confidence.

Notes ® International Division staff: 10 (including international staff, aged 30-50s)
® Duties may change
® Assigned department may change
Application Please send your application documents (resume and CV in Japanese and English,
Method and any other optional documents) to the email address below
Application February 23, 2026
Deadline X Closing date subject to change once a suitable candidate is found

Contact Person

Mr. Masahiro Arita,

International Affairs Department, IBPC Osaka

Address: 1-5-102, Nanko-Kita, Suminoe-ku, Osaka 559-0034, Intex Osaka 2F
URL: http://www.ibpcosaka.or.jp

TEL: 050-1790-1531 Email: event@ibpcosaka.or.jp
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