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For open recruitment of Adjunct Lecturers in the Faculty

Guidelines for the Creation of Application Documents (Notes on Entering
Information into the System, etc.)

I. Introduction
Applicants must print out and submit their instructor resume, which is one of the necessary application documents,
after entering the required information into the University’s online system for instructor application (“the system”).
Please note that your application will be invalid if you fail to submit a printed resume.

| System URL: https://j-sys.toyo.ac.jp/pms/app/saiy 1550 (“Employment Information” on the University website)|

Note: Access the URL above and click “here” in “Click here for application.” to go to the “Registration procedure”
page to obtain a temporary ID and password.

Note: Please read the system user manual, which can be downloaded from the top right of the “Registration procedure”
page above. The following are the notes that require attention for application for the faculty in addition to the manual
mentioned above. Make sure to check the notes before entering the required information.

II. Documents to be submitted
Note: This page only describes the common format for applications to this faculty. Documents other than those listed below
may be required depending on the field you apply for. Check the application guide for more details.

(1)Copyoflnstructorresume. e o o o o o o o o 6 e o o e e e e e e e e e o e o .1copy
After entering the resume into the system, submit a printed copy.

Notes on entering information in the system
1. Basic information and contact details
-Enter your current address in the “Basic information” column. Enter the address where we should send you the
notification of acceptance and other documents, and daytime phone number in the “Contact” column. (If the
address is your current address, select “Copy the address entered in the basic information.”)
2. Academic background
-Enter all your academic background starting from graduation from high school (or a school deemed to be
equivalent to or above a high school).
-Applicants who completed a Master’s Program or Doctoral Program must enter the name of program in the
“Department name (Course/Program name)” column.
3. Career, awards and punishments, qualifications etc.
-Career

-Specify your tenure in each position. And for your current position, check the box stating “Check if it is your
current position.”

-Enter your title and position in the “Position, title and job description” column. Enter the name of main class
course you were responsible for if you have teaching experience (including experience as an adjunct
lecturer).

-Awards and punishments

-Enter any awards you earned, including those from academic societies and publishers and those concerning the
performance of duties; and any reprimands you received, such as disciplinary punishments and those
pertaining to illegal receipt of research expenses.

-Qualifications
-Enter the qualifications related to the field you are applying for and the course you hope to teach.
4. Academic degrees
-Enter bachelor's or higher degrees and the university name. Make sure to enter the title of your doctoral

thesis.
-Refer to the notation below to list the academic degrees you earned in Japan.
Academic year of Master’s Program Doctoral Program
graduation/completion
Until AY 1991 Master of XX Doctor of XX
AY1992 and after Master’s degree Doctoral degree
XX) XX)

* Make sure that the dates match the dates listed on your diploma.


https://j-sys.toyo.ac.jp/pms/app/saiy_f1550

5. Other
Add additional information by hand after printing if you were unable to enter all the information due to the
system’s word limit.

(2) List of educational and research achievements (designated form) « « « « « « « « « « <1 copy
Print out and submit each list of educational and research achievements after entering information on academic
papers, publications, conference presentations and other activities in the designated form (Excel). Indicate your

three main publications and papers by placing a double circle around them by hand.

Additionally, if you have a list or materials regarding your educational achievements, or materials regarding how

to proceed with your subject, you can submit them along with these documents (optional format).

1. General matters
-Achievements you made after completion of Master’s Program are eligible.
-An unpublished study result is not eligible. The result, however, can be entered as an achievement if it can be
proved in writing, etc. that the result (that is under submission, will be published or is in press) will be
published within this academic year. Submit the certificates together with the application documents at the time

of application.
-(Only for academic papers, other publications and conference presentations) In the case of co-authorship, fill

in the names of all the authors (in order of listing), your part (the chapter, section, title, pages that
include your work, etc.) and your role in the “Co-authors and your part and role” column. If it is
difficult to extract your part, indicate the reason.
-Make sure to fill in month in the publication (presentation) year and month.
2. Other publications
-Enter the title of the publication in the “Publication title” column.
-If you have a doctoral thesis, include it in the list of publications. (Be sure to include a summary and the
number of pages.)
3. Academic papers
-Only single- or co-authored academic papers are eligible for the application, in principle.
+ Note that the columns to fill in differ depending on whether or not there was peer review.

- If you are the first author or the responsible author of the paper, state to that effect in the appropriate column.

4. Conference presentations
Enter the titles of presentations in “Name of presentation at the academic society to which you belong” and the

names of conferences and conference venues in “Name of publisher, journal or conference.”

(3) Each list of your main study achievements (designated form) « + « « « « « « « « « « « 1copy
Sum up the outline of your three main publications and papers in about 200 characters, and submit each list with the
publications, journals and their reprints (photocopies are acceptable) etc. Download the form from “Employment
Information” on the University website (https://j-sys.toyo.ac.jp/pms/app/saiy _f1550). Enclose a return envelope

(self-addressed and stamped) if you wish the documents to be returned after the selection process is completed.

(4) The name and contact information of one person who can corroborate your educational achievements
(free form) « « - - - - -+ 1copy

Protection of personal information
Personal information in the application documents will be used for recruitment purposes only. Application documents from
successful applicants will be used for employment management purposes only, and the University will responsibly dispose of

documents from other annlicants.




