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Analitik v oddelku potnih strolJ kov je odgovoren za proces obral] una potnih strol] kov in skladnost z
globalnimi, lokalnimi in zakonodajnimi zahtevami, zagotavljanje podpore zaposlenim na izvoznih
trgih, pripravo razlill ne podporne dokumentacije in poroll il, analiziranje podatkov, sodelovanje pri
optimizaciji procesov in implementaciji projektov.

The FRA Analyst in Travel and Expenses department is responsible for reimbursement process of
travel expenses and compliance with global, local and legal requirements, supporting employees on
our export markets, creating various supporting documentation and reports, analyzing data,
participating in process optimization and project implementation.



About the Role
Val e kljull ne odgovornosti:

¢ Odgovornost za kontrolo in obdelavo potnih nalogov za izvozne trge,

* Odgovornost za skladnost in pravilnost procesa obrall una potnih strold kov,

e Pomol in podpora konl[l nim uporabnikom glede procesa potnih strol] kov, orodja za povrall ilo
in izobralJ evanja s podro[J ja potnih strolJ kov,

* Odgovornost za pridobivanje slul] benih kartic in sodelovanje z bankami,

* Odgovornost za porol] anje (finanJ ne kontrole in usklajevanje kontov bilance) ter skrb za
izdelavo analiz in poroO il s pojasnili,

* Odgovornost za izdelavo ral] unovodskih obrall unov in sodelovanje pri pripravi ral]J unovodskih
izkazov,

* Sodelovanje pri uvajanju novih informacijskih sistemov in projektov (Concur) ter sodelovanje
pri oblikovanju uld inkovitej] ih metod dela,

* Ostale naloge dolo[J ene z letnim pogovorom o ciljih in s kazalniki uspel nosti ter druge naloge
po navodilu nadrejenega in naloge na podlagi posebnega imenovanja.

Val doprinos k delovnem mestu:

* Visokol] olska stopnja izobrazbe ekonomskofinanl ne ali druge ustrezne smeri,
* Napredno znanje anglel] kega jezika,

* Napredno poznavanje orodja Microsoft Office,

¢ 2 leti delovnih izku enj s podro[d ja rald unovodstva in knjigovodstva,

* |zjemna agilnost pri uld enju, odloJ nost in sposobnost samostojnega odlol] anja,
¢ DinamilJ na in proaktivna miselnost,

¢ Predhodne delovne izku[J nje na projektih so plus,

¢ Odlitd ne komunikacijske sposobnosti.

Z izbranim kandidatom bomo sklenili delovno razmerje za dolod en [0 as s poskusno dobo 6 mesecev.
Prijavo oddajte z O ivljenjepisom v slovenskem in anglel] kem jeziku.

Kaj nudimo:

KonkurenO en plald ni paket, letni bonus, fleksibilen nall in dela, z mol nostjo prilagajanja urnika in
delom od doma, pokojninsko shemo, shemo nagrajevanja in priznanja dosel kov, raz[ irjeni program
promocije zdravja na podrol] ju telesnega, dul] evnega in druld benega pol] utja (Polni O ivljenja) ter
dogodke, neomejene prilo nosti za uld enje in razvoj.

Predani smo raznolikosti in vkljul enosti

Novartis si prizadeva ustvariti izjemno, vkljull ujolJ] e delovno okolje in oblikovanje raznolikih timov, saj

ti predstavljajo nalJ e bolnike in skupnosti, ki jih oskrbujemo.

V Novartisu si prizadevamo k vkljuJ enosti oseb z invalidnostjo in zagotavljanju ustreznih prilagoditev



delovnega okolja posameznikom z omejitvami. V kolikor zaradi bolezni ali invalidnosti potrebujete
ustrezne prilagoditve v kateremkoli delu selekcijskega procesa oziroma potrebujete prilagoditve pri
izvajanju osnovnih nalog na delovnem mestu, nam pilJ ite na naslov
diversity.inclusionslo@novartis.com in navedite, kak[ ne prilagoditve potrebujete ter vall e kontaktne
podatke. Prosimo, vkljulJ ite tudi podatek o [ tevilki razpisa, na katerega se prijavljate.

Key Responsibilities:

* Responsibility for the control and processing of travel claims for export markets,

* Responsibility for the compliance and correctness of the travel expenses reimbursement
process,

* End user support regarding travel and expense process, reimbursement tool, and training on
travel and expense area,

* Responsibility for obtaining corporate cards and cooperation with the banks,

* Responsibility for reporting (finance controls and reconciliation of balance sheet accounts)
and responsibility for the generation of analyses and reports with explanatory notes,

* Responsibility for the compilation of statements of account and participation in the compilation
of financial statements,

* Participation in the implementation of new information systems and projects (Concur) and
participation in the creation of working methods with a higher level of efficiency,

¢ Other tasks determined by the annual objective setting process and the key performance
indicators and other tasks as directed by the supervisor, and tasks based on a specific
appointment

Essential Requirements:

University degree in economics & finance or other equivalent degree,

Advanced knowledge of English,

Advanced knowledge of Microsoft Office,

2 years of working experience in accounting and book-keeping,

* Impressive learning agility, assertiveness and ability to make decisions on your own,
A dynamic and proactive mindset,

* Previous project work experiences are a plus,

Excellent communication skills.

We offer temporary employment with 6 months of probation period. Submit your application with the
CV in Slovenian and English language.

Youll receive:

Competitive salary, Annual bonus, Flexible working schedule, tailored to your needs, possibility to
work from home, Pension scheme, Employee Recognition Scheme, Expanded program for the


mailto:diversity.inclusion_slo@novartis.com

promotion of health in the field of physical, mental and social well-being (Wellbeing), Unlimited
learning and development opportunities.

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.

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 diversity.inclusionslo@novartis.com and let us know the nature of your request
and your contact information. Please include the job requisition number in your message.

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
SI19 (FCRS = S1019) Novartis farmacevtska proizvodnja d.o.o.

Functional Area
Audit & Finance

Job Type
Full time

Employment Type
Temporary (Fixed Term)

Shift Work
No

Apply to Job

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 diversity.inclusionslo@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'
representative of the patients and communities we serve.


https://novartis.wd3.myworkdayjobs.com/en-US/Novartis_Careers/job/Ljubljana/Analitik---FRA-Analyst_REQ-10050806
mailto:diversity.inclusion_slo@novartis.com

Job ID
REQ-10050806

Analitik / FRA Analyst

Apply to Job

Source URL:
https://www.novartis.com.cn/careers/career-search/job/details/req-10050806-analitik-fra-analyst

List of links present in page

1. mailto:diversity.inclusionslo@novartis.com

2. mailto:diversity.inclusionslo@novartis.com

3. https://www.novartis.com/about/strategy/people-and-culture
4. https://talentnetwork.novartis.com/network

5. https://www.novartis.com/careers/benefits-rewards


https://novartis.wd3.myworkdayjobs.com/en-US/Novartis_Careers/job/Ljubljana/Analitik---FRA-Analyst_REQ-10050806

Page 7 of 7

6. https://novartis.wd3.myworkdayjobs.com/en-US/NovartisCareers/job/Ljubljana/Analitik---FRA-

AnalystREQ-10050806
7. mailto:diversity.inclusionslo@novartis.com
8. https://novartis.wd3.myworkdayjobs.com/en-US/NovartisCareers/job/Ljubljana/Analitik---FRA-

AnalystREQ-10050806


http://www.tcpdf.org

