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The Executive Assistant is a non-supervisory position responsible for providing administrative support
activities working with India P&O NOCC Head and Global P&O Head for NOCCs. The incumbent is
responsible for coordination of activities to support the management on goals and objectives.
Ensures prioritization of workload and balanced utilization of cross-functional team resources and
works very closely with the senior management. Other responsibilities include supporting cross-
departmental and cross-divisional activities.

About the Role
Major accountabilities:
* Roles and Responsibilities:

* Coordinates with Site leaders, Global P&O leaders and calendarize meetings.
* Must be able to maintain confidentiality and the decorum of the Executive office.



* Excellent organization skills together with problem solving skills.

¢ Drafts correspondence, when appropriate, follows up on responses to be drafted by others.

* Serves as a liaison with organizers of events and make travel arrangements for both local and
global travels including documentation for visa processing, coordination with external and
internal resources for hotel reservations, transportation arrangements, expense management
etc.

¢ Establishes and maintains a variety of files and records.

¢ Coordination with different functions and arrangements for events conducted at site, as and
when required.

* Manage travel, accommodation, meeting schedules of Global visitors from Executive Office
and in general for other visitors, as and when required.

¢ Coordinates with external consultants, vendors, and internal presenters.

* Handle multiple priorities in a fast-paced environment.

* Must be proficient in the use of Microsoft software (Power point, Word and Excel) and
Outlook.

Key performance indicators:

¢ Continuous improvement of processes and procedures
* Planning of the office needs & management of contracts with all contractor

Minimum Requirements:
Work Experience:

Experience: Minimum of 5 years of relevant experience in a similar role in the field of corporate
environment dealing with multi-national experience.

¢ Cross Cultural Experience.
* Collaborating across boundaries.

Skills:

* Optimizing Customer value by co-creating and developing compelling.
* Managing diversity.

* Proactive thinking.

* Managing challenges.

¢ Knowledge of organization structures and working practices.
¢ Knowledge management.

* Transaction Deal Structuring.

¢ Sharing insights on HCS.

* Best practice sharing.

¢ Storytelling in communication.

* Time Management.

* Franchise Strategy Prioritization.

* Timely decision making.

¢ Effective communication.

* customer focused solutions.



Languages :

* English.

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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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'
representative of the patients and communities we serve.
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