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Academic Writing Section, Global Education Center, Waseda University

Recruitment Information for a Research Associate / A non-tenure-track Assistant Professor
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1. Position Global Education Center, Waseda University
Academic Writing Section
Research Associate/ Assistant Professor(non-tenure-track)
Note:
* Previous experience in learning Academic Writing is sufficient to apply for these
positions (i.e., applicants are not required to have majored in “Academic Writing”).
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2. Number of faculty 2 persons (in charge of Japanese/English Academic Writing)
to be hired *Depending on the individual's desire, ability, or the necessity of the work
assignment, you may be asked to take in charge of both Japanese and English
Academic Writing.
3. YFEE wHE (EWH0)
3. Working
Full-time (non-tenure-track)
Conditions
4. ®AH 2026 429 A 1 H
4. Starting Date September 1, 2026
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5. Contract Period September 1, 2026 to August 31, 2029
Note:

*At the end of this three-year period, vyou may be reappointed for a one-year

extension based on educational and work performance. The reappointment can

be repeated two times (a total of 5 years of employment in this position).

*If an employment contract with Waseda university has existed at any time since
April 1, 2013, regardless of job title, the contract period, and the possibility of

reappointment itself may differ from the above description.
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6. Job Location In principle, work shall be performed at Waseda Campus and other Campuses
of Waseda University.
Note:

*In order to prevent passive smoking, smoking is not allowed on all campuses except

in designated areas.
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7. Compensation Duty hours

Scheduled working days and working hours (e.g., the start and
end of work, time off) are based on university regulations.
However, the Discretionary Labor System for Professional
Work (working hours will be deemed as 8 hours per day) will
be applied. Working hours and how to proceed with work are at
the discretion of the person performing the work. In addition,
attendance is required at predetermined days and times for

meetings and instructional duties.

Salary

Provided in accordance with university regulations.
Salaries are the same for both research associate /
assistant professor(non-tenure-track).

Further inquiries into salary should be emailed to: gec-

apply@list.waseda.jp

Research Funds,
Benefits and
Commuting

Expenses

Provided in accordance with university regulations.

Retirement

Payment

Not provided

Holidays

Saturdays, Sundays, year-end and New Year holidays, National
Holidays, compensatory holidays appointed

by Waseda University for holding classes on public holidays,
and University Anniversary (excluding days specified by the

university on which classes are held).

Vacations

Vacations determined in acts such as Labor Standard Acts and

vacations determined by the university.

Social Insurance

The employee shall be enrolled in the Employee's Pension
Insurance, Health Insurance, Worker's Compensation Insurance,

and Employment Insurance.
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8. Job description

[For both a Research Associate / a non-tenure-track Assistant Professor in
charge of Japanese /English Academic Writing]

(1) Participation in and management of meetings and events organized by the
Academic Writing Education Division

o All-hands meetings and Writing Forum held at the beginning of each semester

o Various meetings of the Academic Writing Education Division

e Various events held at the end of each semester

(2) Participation in meetings and events related to other duties deemed necessary by

the Global Education Center

[Japanese Academic Writing]

(1) Instructional and administrative duties related to Japanese academic writing
courses offered by the Global Education Center faculty

Course title:

(D “Academic Writing in Japanese” (Full On-demand, for undergraduate
students) Attend administrative meetings held during the semester; attend and
manage weekly 60-minute training and administrative meetings throughout the
semester; provide writing instruction to enrolled students; train and mentor writing
instructors; and perform other duties related to course administration.

(2*Academic Writing (Japanese)” (In-person, for graduate students) Providing
support for writing instruction to enrolled students, as well as carrying out other
tasks related to course management.

(2) Tutoring (individual writing support, workshops) and administration (branch
office management, public relations, orientations, research and training data
management, and web management etc.) at the Writing Center, and tutor training
(recruitment, screening, and training).

(3) Help organize symposiums operated by the Global Education Center.

(4) Carry out other duties and research surveys deemed necessary by the Global

Education Center.



https://www.waseda.jp/inst/aw/

[English Academic Writing]*

(1)Tutoring (individual writing support, workshops) and administration (branch
office management, public relations, orientations, research and training data
management, and web management etc.) and tutor training (recruitment, screening,
training) at the Writing Center.

*If ‘Japanese’ is listed in the ‘Languages of Instruction’ section of the CV, or if the
candidate has sufficient proficiency in Japanese, they may be assigned to support
English writing instruction through interaction conducted in Japanese

(2) Help organize symposiums operated by the Global Education Center.

(3) Carry out other duties and research surveys deemed necessary by the Global
Education Center.

* Research Associates/non-tenure-track Assistant Professors do not teach regular
classes.

Note:

*For both Japanese Writing and English Writing Research Associates or non-tenure-
track Assistant Professor, specific duties are assigned each semester depending on
the operational needs of the Academic Writing Program.

*For more information about "Waseda University Global Education Center,
Academic Writing Section", please refer to the following.

https://www.waseda.jp/inst/aw/en
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9.Qualifications All of the following requirements must be met at the time of appointment.

(1) Hold a master’s degree or equivalent professional accomplishment

(2) Have no previous working experience as a research associate (BJF) / Assistant
Professor (non-tenure-track) (B#() at Waseda university

(Those who have working experience as a research associate (72 B F)
at Waseda university are eligible to apply.)

(3) If you are enrolled in a master / doctoral program, you must be enrolled
in Waseda University.

(During your employment period, you are not allowed to enroll in a master / doctoral
program at other universities.)

(4) Have previous experience in tutoring or instructing academic writing at any
institution (not as a home/private tutor)

(5) (As a person in charge of English Academic Writing) Have a high level of
English proficiency to be able to provide instruction regarding academic English
academic writing.

(As a person in charge of Japanese Academic Writing) Have a high level of
Japanese proficiency to be able to provide instruction regarding academic Japanese
academic writing.

(6) Have the ability to communicate with other staff in both Japanese and English,
regardless of which position (in charge of Japanese Academic Writing or English
Academic Writing) an applicant applies. *

*Note: Meetings and events organized by the Academic Writing Program, as
described under ‘{Common to both Japanese Writing and English Writing

Instructors],” are conducted primarily in Japanese
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10. The type of
person we are

looking for

All applicants must meet the following criteria:

(1) Be willing to work enthusiastically and in agreement with Philosophy and
Administrative Policies of the Academic Writing Program. The candidate is willing
to contribute to the overall operation of the Academic Writing Program, beyond the
scope of their assigned language or specific duties.

(2) Be willing to learn the educational contents and teaching methods of the Academic
Writing program with enthusiasm.

(3) Be willing to work enthusiastically on writing research and studies in addition
to educational and administrative duties.

(4) Have an understanding of enhancing diversity and inclusion.

(5) Be able to respect and communicate peacefully, friendly, and cooperatively

with students, TAs, staff, and faculty from diverse backgrounds.
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11. Application

Materials

All application materials must be submitted via the designed online form by the

deadline to complete the application process.

(1) Curriculum vitae (Please use the format provided)

(2) Education and Research Achievements (Please use the format provided)
(3) Photocopies and/or offprints of up to three major publications

(4) Proof of the highest academic degree earned

(5) Transcripts of all undergraduate, master's, and doctoral degrees

(6) Reason for application and research plan (Please use the format provided)

(7) At least one reference letter

[Online Form]

https://my.waseda.jp/application/noauth/application-detail-
noauth?param=v1LVr66mLamuRUB-bOmUnw

Note:

*Only (7) must be submitted by e-mail or mail, not through the online form. For
details, please refer to 12. How to Submit Reference letters.

*Reference letters should include the phone number and email address of the referee
so that they can be contacted if necessary. In the case of sending a reference letter by
e-mail, only letters sent from the official address of the university or other
organization to which the recommender belongs will be accepted.

*The application materials for (1), (2), and (6) must be submitted using the designated
format.

* 1t is preferable to prepare (4) and (5) in Japanese or English.

*If application materials are submitted multiple times by the same applicant, we will
only consider the latest submission as the final version.

*If you are unable to submit by the online form, please contact us.

*If any false information is found in the application materials, the application may be

cancelled.
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12.How to Submit A referee must use one of the following methods to submit a reference letter.
Reference letters [By mail]
1-6-1 Nishi-Waseda, Shinjuku-ku, Tokyo 169-8050
Waseda University Global Education Center Office
It must be sent by registered mail, with " Reference letter for Academic Writing"

written in red on the envelope.

[By e-mail]
gec-apply@list.waseda.jp (Faculty Personnel, Global Education Center
Office, Waseda University)

Note:

*Regardless of by mail or by e-mail, reference letters must be submitted by the
deadline.

*Please do not bring reference letters directly in person to the Global Education Center

office. Such reference letters will not be accepted regardless of the reason.
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13. Deadline for May 20, 2026, at 17:00 (Japan Standard Time)

Application
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14. Procedures of (1) Document screening:
the Search Applicants who have passed the first-round screening will be informed through email
Committee by late May 2026.

(2) Interview:

An interview with the search committee will be held

at Waseda Campus by Late June 2026.

Note:
* Transportation expenses and accommodation fee are not available.
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15. Contact Waseda University Global Education Center
TEL: 03-3204-9196
FAX: 03-6380-2859
E-mail: gec-apply@list.waseda.jp
URL: https://www.waseda.jp/inst/gec/en/
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Waseda University is committed to enhancing diversity and inclusion. In all matters related to faculty recruitment
and promotion, the University prohibits any form of discrimination based on sex, disability, sexual orientation and

gender identity, nationality, ethnicity, creed, and age.
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