November 2025
JETRO New York

Job Opportunity at New York Office
Research and Information Services Dept. Full-time Position
Requirements and Job Description

(Position /1&8i)
Economic Development Associate / Researcher
Research and Information Services Department, JETRO New York

(Job Summary /¥ #EHE)

e Under the supervision of the Executive Director and Director, assist in the
implementation of activities, programs, and services aimed at promoting
bilateral economic relations between Japan and the U.S., in collaboration
with federal, state, and local governments, organizations, companies, and
institutions.
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e Conduct research and analysis on U.S. federal and state government
policies related to workforce development—including visa and immigration
issues—as well as industrial strategies and disseminate accurate and
relevant information to stakeholders in Japan and the U.S.
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e Collect and disseminate up-to-date information on Japan’s investment
trends in the United States. In addition, manage the progress of
quantitative surveys related to the actual business activities of Japanese
companies in the U.S., coordinate communications, and share findings.
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e Facilitate problem-solving on economic development related issues that
may arise from Japanese companies; perform business process analysis



and communicate with relevant offices, such as Economic Development
Organizations within our jurisdiction of States.
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Meet with public and private companies, associations, institutions, Federal,
State, and Local government officials, business representatives, from both
Japan and the U.S. regarding programs and JETRO services.
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Assist with Economic Development marketing including social media and
marketing materials.
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Assist with administrative tasks as assigned.
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(Requirements /&%)

BA/College degree or higher degree
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Interpersonal skills and bilingual communication proficiency
(English/Japanese), with the ability to thrive in a multicultural setting.
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Multi-tasking: ability to manage large quantities of work with accuracy.
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Reporting skills in a timely manner.
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Strong organizational skills with attention to detail, productivity,
confidentiality, and reliability.
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e Proficiency in Microsoft Office products such as Word, Excel, PowerPoint,
and Outlook.
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e Marketing, Business Development, or Sale experience. Experience
in data collection and analysis, coordinating promotional events, and
managing PR activities (Preferred).
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(Pay Rate)
$28.57 (fixed starting hourly rate)
+Discretionary Bonus

(Work Schedule and Hours)
Full-time, 5 days per week (Minimum 3 days in-office; up to 2 days remote
work permitted [effective November 2025])
Monday to Friday, 9:00 AM - 5:00 PM (including a 1-hour unpaid lunch
break), 35 hours/week

(Days Off)
Saturdays, Sundays, and holidays as designated by JETRO

(Benefit)

Group insurance (medical, dental, vision, and life)
401(k) plan

Application Form


https://www.jetro.go.jp/form5/pub/nya/job_redept_edassoc

