Introduction of admin work

Aya Tateishi, Rie Nakamura

with many thanks to Assistant-members
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* 1. Who are the admin members?
e 2. Who is in charge of each job ?
3. Two job flow examples

* 4, Our trying In FY2026 and

Message to Lab’s members



RHEMZERA (URA)

A& EM

Masanao Ohashi

Chihaya Miyamoto

Remote

Rie Nakamura

Ami Soga

o

4 %o X Environmental
2 8% Prediction
=W & Science

‘4 Laboratory

HimiEs KifditkE
YR =R HEF B
Aya Tateishi Akira Murano

Aya Tateishi Akira Murano



2. Job description

Job description

Research achievements

TEEHE Purchase goods

Budget Business trip

Y =B Attendance

General affairs Equipment

7RO NEH Slack, wiki, onedrive,

Account Google calendar
Servers

ICTEHE Server / PC / Security

Information and Communication o

Technology Application for VPN

FE*E. | Website

Public relations Logo / Design

PHZTAERE L8

Collect achievements, report
(Paper, Presentation)

MSHEZE8D/MEP]
Kotsuki Project of Moonshot Goal 8 (AMAGOI)

Person in charge
Miyamoto

Miyamoto, Ohashi
Miyamoto

Ohashi

Ohashi

Soga
(Nakamura)

Tateishi
(Nakamura)

Ohashi
(Murano, Tsuyuki)




3. Example1 of Job Flow: Business Trip

Pre-trip

Miyamoto

Admin of Chiba U.

On-trip

Job Flow

Post-trip




3. Example1 of Job Flow: Business Trip

| Member |

Pre-trip On-trip Post-trip

How many times in total in FY2025? : about 78 times

O
n Job Flow

Miyamoto

Admin of Chiba U.



3. Example2 of Job Flow: Collecting Lab’s achievement &%=

1. Paper PUt.)' FRESENADI/ L Publication in the report
. . Presentation e CEReS: Annual Reports |
m 3. Thesis ) Projec’.c P
4. Awaljd . MS goal 8
>. Media o RIFE Grants-in-Aid for Scientific Research
e JAXA etc.

° B ERUNEE AR ZEwebY A FDEFT Lab's website update
Collect P . BB RIE
A

Lab’s achievement share our research findings on lab’s
website

Tateishi




3. Example2 of Job Flow: Collecting Lab’s achievement &9

Paper Publication / Presentation / Thesis (Including interim presentations)

« Basically, save files(word, PDF, PPT etc) to onedrive or External HDD/USB flash drive
 Pls. check Lab’s Wiki(esa)

[New Points]

Paper Publication
« This applies not only to
English-language papers Lab’s Wiki
but also to Japanese-
language papers.
e Extension of the storage
period: 5 yeas = at least
10 years



4. Our trying in FY2026 & Message to Lab’s members

FY2020~FY2025 [keywords] In progress: FY2023~Now Tryin g in FY2026
o XFEDRE X B share each other’s work and Info. 2R (C1E. BIEEMTG e
o« 7DDHE (BESIEDEIT) The 7 Habits of Assistant MTG is held once every aring
Highly Effective People (Habit 3 Put First Things First) two weeks. information
o DML LM psychological safety } « Ao TWBT & } o
* closed question » BEULRICRDZESRIE o Wiki update .
o problems and things to keep in mind 4
o {H#HAD <D make rules and post on lab’s wiki . &0 ol
« HEDEEND lateral connections, resilient oL\ i_;'.
s\e —A

Message to Lab’s members

SHRNIRE, HZA3DZHhZzWEEEHDHhEDITSTWVWET,

Thank you for your continued cooperation with submitting documents, etc. T b4 AN K
MSGT1: Pls. check Lab’s Wiki(esa) first. The wiki will be updated regularly. Y o U
MSG2: Pls. check Slack and your university email daily.

MSG3: Pls. meet a deadline for submitting documents.
MSG4: Pls. save your research results(paper, presentation, etc.).




Thank you for your attention!
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