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The Administrative Assistant and Project Coordinator is responsible to provide administrative support
to MKS Head and MKS Leadership team including managing schedules, arranging appointments,
arranging travel, and scheduling meetings, MKS Townhalls and other key governance meetings/calls.
The role also provides support to Global Medical Affairs activities and governance taking place in the
Hyderabad office.

About the Role
Administrative Project Coordinator

Location - Hyderabad #LI Hybrid

About the Role:



The Administrative Assistant and Project Coordinator is responsible to provide administrative support
to MKS Head and MKS Leadership team including managing schedules, arranging appointments,
arranging travel, and scheduling meetings, MKS Townhalls and other key governance meetings/calls.
The role also provides support to Global Medical Affairs activities and governance taking place in the
Hyderabad office.

Key Responsibilities:

* Responsible to take care of day-to-day requests from stakeholders/leaders.

¢ Effective diary management, navigating conflicting schedules and communicating effectively
to reach a consensus.

¢ Coordinate meetings (including rescheduling, cancellations, WebEX, conference room
reservations, video conferences), arrange A/V and catering as needed.

¢ Create solid working relationships and partner with other administrative staff.

* Establishing effective working relationships with colleagues and external contacts.

* Book meeting rooms & schedule meetings driven by MKS LT.

* Make travel arrangements for stakeholders/leaders, including international travel, and ensure
proper documentation is in place.

* Manage and own Distribution lists for MKS.

¢ Maintain and update MKS organizational charts.

Commitment to Diversity & Inclusion: :

We are committed to building an outstanding, inclusive work environment and diverse teams
representative of the patients and communities we serve.

Essential Requirements:

¢ Strong knowledge of travel tools like TripSource, Concur etc.

* Must be proactive, resourceful and self-motivated

¢ Comfortable working with very little direction while still being able to execute tasks in the most
efficient and effective way

¢ Positive and helpful attitude in all matters and interactions

* Demonstrate initiative and be proactive in learning new processes and seeking out
information

* Personality attributes of confidentially, trustworthy, attention to detail and privacy are critical

¢ Strong communication and interpersonal skills, with the ability to effectively collaborate with
individuals at all levels of the organization.

* In-depth knowledge of legal frameworks and regulations relevant to the pharmaceutical
industry

Desirable Requirements:



* Ability to work in a fast-paced and dynamic environment, with a high level of adaptability and
resilience.
¢ Ability to manage multiple priorities and a heavy workload.

Why Novartis: Our purpose is to reimagine medicine to improve and extend people”s lives and our
vision is to become the most valued and trusted medicines company in the world. How can we
achieve this? With our people. It is our associates that drive us each day to reach our ambitions. Be a
part of this mission and join us! Learn more here: https://www.novartis.com/about/strategy/people-
and-culture

You~ll receive: You can find everything you need to know about our benefits and rewards in the
Novartis Life Handbook. https://www.novartis.com/careers/benefits-rewards

Commitment to Diversity and Inclusion:

Novartis is committed to building an outstanding, inclusive work environment and diverse teams'
representative of the patients and communities we serve.

Join our Novartis Network: If this role is not suitable to your experience or career goals but you wish
to stay connected to hear more about Novartis and our career opportunities, join the Novartis
Network here: https://talentnetwork.novartis.com/network.

Why Novartis: Helping people with disease and their families takes more than innovative science. It
takes a community of smart, passionate people like you. Collaborating, supporting and inspiring each
other. Combining to achieve breakthroughs that change patients” lives. Ready to create a brighter
future together? https://www.novartis.com/about/strategy/people-and-culture

Join our Novartis Network: Not the right Novartis role for you? Sign up to our talent community to stay
connected and learn about suitable career opportunities as soon as they come up:
https://talentnetwork.novartis.com/network

Benefits and Rewards: Read our handbook to learn about all the ways we ” Il help you thrive personally
and professionally: https://www.novartis.com/careers/benefits-rewards
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Company / Legal Entity
IN10 (FCRS = INO10) Novartis Healthcare Private Limited

Functional Area
Research & Development

Job Type
Full time

Employment Type
Regular

Shift Work
No
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Accessibility and accommodation

Novartis is committed to working with and providing reasonable accommodation to individuals with
disabilities. If, because of a medical condition or disability, you need a reasonable accommodation for
any part of the recruitment process, or in order to perform the essential functions of a position, please
send an e-mail to diversityandincl.india@novartis.com and let us know the nature of your request and
your contact information. Please include the job requisition number in your message.

Novartis is committed to building an outstanding, inclusive work environment and diverse teams'


https://novartis.wd3.myworkdayjobs.com/en-US/Novartis_Careers/job/Hyderabad-Office/Administrative-Project-Coordinator_REQ-10037795
mailto:diversityandincl.india@novartis.com

representative of the patients and communities we serve.
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