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The Advanced Quantitative Sciences (AQS) Operations Coordinator is a hybrid role with a primary
focus on support and coordination for strategic line function project management along with high-
level executive support. The incumbent will serve as a trusted partner to the AQS Global Head
Development, ensuring seamless administrative operations while actively contributing to the
coordination of transformation initiatives across AQS, particularly those involving technology
modernization and Artificial Intelligence (Al) integration.

About the Role

Key Responsibilities:

« Support strategic initiatives led by the AQS Transformation Head,
Strategy & Operations Head and Global Head of Technology &



Scientific Computing.

 Track project milestones, deliverables, and dependencies across AQS
Transformation, Strategy & Operations, and Technology & Scientific
Computing transformation programs; Serve as point of contact for
cross functional networks related to AQS portfolio of
activities/programs.

 Act as project coordinator for administrative and operational initiatives,
supporting planning, implementation, communication, and change
management.

« Support the coordination and adoption of digital tools, intelligent
automation, openl] source enablement, and Alll driven work methods
across AQS.

» Leverage Microsoft 365 and Copilot to streamline workflows; maintain
SharePoint sites, documentation, dashboards, push and pull
information to AQS Community and help create content for knowledge
sharing.

« Coordinate training and onboarding for new digital tools, platforms,
and work practices.

 Independently manage complex calendars, meetings, and
domestic/international travel for the AQS Global Head Development,
including meeting preparation and logistics.

« Prepare expense reports, monitor approval flows, and plan and
coordinate major onsite and offsite meetings and events within
budget. Provide department wide support to senior stakeholders as
needed (e.g. Global Meetings, TH Meetings, etc.).

« Oversee demanding administrative processes, e.g. target/actual
comparisons, budget, checking and assigning invoices, PO~s and
deputizing for administrative staff, preparing presentations after prior
discussion of content, meeting preparation [incl. diary] and taking
minutes). Manage organization charts, membership, and distribution
lists.

« Manages and delegates the distribution of administrative work globally



across the AQS Administrative Assistants.

Essential Requirements:

 This position will be located at the East Hanover, NJ site and will
not have the ability to be located remotely. This role does not require
travel.

« Bachelor's degree in business administration, Life Sciences, or a
related field with 8+ years of experience providing administrative and
project management support to executives in a large, dynamic, fast-
paced and highly matrixed organization OR an associate degree with
10+ years of experience.

« Demonstrated experience supporting transformation or technology
initiatives.

« Experience working with leaders and counterparts at all organizational
levels.

 Strong proficiency in Microsoft 365 and familiarity with Al tools such
as Copilot; general facility for information technology and for learning
new software; mastery with internal Novartis systems (R2P, Concur,
etc.). Ability to maintain and update team SharePoint Site. Comfort
with agile project management tools and methodologies and strong
background in reporting.

« Plans, coordinates, and supervises multiple tasks simultaneously and
sets priorities in accordance with objectives. Strong project
management skills, able to adjust to multiple demands, shifting
priorities and unexpected events while maintaining a positive work
attitude and attention to detail. Adept at managing cross-functional
projects with significant (visible) business impact. Needs to be able to
work independently, resolve issues with minimal supervision, and
understand when to escalate.

« Ability to handle the stress involved in managing complicated
schedules for an executive in a complex environment with frequently
required changes and adjustments.



« Excellent interpersonal and communication skills with a disposition
favorable to a collaborative, team-oriented work culture. Strong
influencing, negotiation, and conflict resolution skills. High level of
integrity and proven experience in handling highly confidential and
highly sensitive information.

Desirable Requirements:

« PMP or equivalent certification highly desirable.

« Confidence and familiarity with AQS/team services/products, and
ability to coordinate essential work processes is preferred. In-depth
knowledge of Novartis is preferred.

The salary for this position is expected to range between $73,500 and
$136,500 per year.

The final salary offered is determined based on factors like, but not limited
to, relevant skills and experience, and upon joining Novartis will be
reviewed periodically. Novartis may change the published salary range
based on company and market factors.

Your compensation will include a performance-based cash incentive and,
depending on the level of the role, eligibility to be considered for annual
equity awards.

US-based eligible employees will receive a comprehensive benefits
package that includes health, life and disability benefits, a 401(k) with
company contribution and match, and a variety of other benefits. In addition,
employees are eligible for a generous time off package including vacation,
personal days, holidays and other leaves.



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

Benefits and Rewards: Learn about all the ways we Il help you thrive personally and professionally.

Read our handbook (PDF 30 MB)

EEO Statement:

The Novartis Group of Companies are Equal Opportunity Employers. We do not discriminate in
recruitment, hiring, training, promotion or other employment practices for reasons of race, color,
religion, sex, national origin, age, sexual orientation, gender identity or expression, marital or veteran
status, disability, or any other legally protected status.

Accessibility & Reasonable Accommodations

The Novartis Group of Companies are 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 application process, or to perform the essential
functions of a position, please send an e-mail to us.reasonableaccommodations@novartis.com or call
+1(877)395-2339 and let us know the nature of your request and your contact information. Please
include the job requisition number in your message.
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Company / Legal Entity
U014 (FCRS = US014) Novartis Pharmaceuticals Corporation

Functional Area
BD&L & Strategic Planning

Job Type
Full time

Employment Type
Regular
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