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  Job ID 
  REQ-10052305  

  
  5月 15, 2025  

  
  Kazakhstan  

  
  

  摘要  

Acts as strategic assistant, providing operational support to the President of Emerging markets and
the Cluster leadership team. Support with different projects across Novartis sites as assigned by the
President of Emerging markets and/or Leadership team.

  

  About the Role  

Major accountabilities: 

Maintains a close and highly responsive relationship to the day-to-day activities of the
President of Emerging markets.
Manages and organizes administration work for President of Emerging markets, organizes
meetings and calendar.
Participates in local Leadership team meetings and supports with agenda, pre-reads, and
minutes as well takes ownership of meeting arrangements.
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Coordinates internal communication together with President of Emerging markets.
Drives employee engagement internally and supports external communication activities (incl.
existing social media channels) of the organization to enabler greater external visibility of
Novartis.
Supports GCC and CLT committees.
Participate in establishing the common standards for operational excellence for office support
personnel, administrators and assistants, across Novartis sites in the Cluster.
Coordination of Business Continuity Plan and Coordination of NEM, involving relevant
stakeholders and acting like SPOC in order to secure that BCP and NEM is up to date. BCM
and NEM controls owner.

Key performance indicators: 

Brings insights and innovation into global processes
Coordination of effective communication
Accurate, timely and effective support of the President of Emerging markets and Leadership
team.
Accurate, timely and effective support for driving projects in the Cluster as assigned.

Minimum Requirements: 

University degree (Business administration, Law). Additional certification in HSE is an
advantage.
English, fluent – written and spoken, fluency in local language is an
advantage.                                                                                               
Experience on the same position is 1 year or more.
Proficient in MS Office
Client-orientation, accuracy, attentiveness to details, results-orientation, high level of integrity
and compliance.

  

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’ll help you thrive personally
and professionally: https://www.novartis.com/careers/benefits-rewards

                               2 / 5

https://www.novartis.com/about/strategy/people-and-culture
https://talentnetwork.novartis.com/network
https://www.novartis.com/careers/benefits-rewards


  
  部门 
  International  

  Business Unit 
  Innovative Medicines  

  地点 
  Kazakhstan  

  站点 
  Kazakhstan  

  Company / Legal Entity 
  KZP0 (FCRS = CH024) NPHS Almaty RO Kazakhstan  

  Functional Area 
  Facilities & Administration  

  Job Type 
  Full time  

  Employment Type 
  Regular  

  Shift Work 
  No  

  Apply to Job 

  

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