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Location: Hyderabad, India

Novartis is unable to offer relocation support for this role: please only apply if this location is
accessible for you.

We are seeking a highly skilled and detail-oriented Time Service Delivery Specialist to join our team.
The ideal candidate will have strong experience and expertise in Workday Absence Management
Operations. As a Time Service Delivery Specialist, you will be responsible for managing and ensuring
the smooth implementation and execution of time management processes and systems within our
organization.

About the Role



Key Responsibilities:
Your responsibilities include, but are not limited to

* Oversee the daily operations of Workday Absence Management, including setting up absence
plans, maintaining employee records, and troubleshooting system issues.

* Implement and maintain accurate and efficient time management processes that comply with
applicable laws, regulations, and internal policies.

* Provide ongoing support and training to end-users in utilizing Workday Absence Management
Operations, ensuring they have a clear understanding of the functionalities and processes.

¢ Perform regular audits and validations to ensure data integrity and compliance with company
policies and procedures.

* Troubleshoot and resolve time-related issues or discrepancies promptly and effectively, taking
appropriate actions to prevent reoccurrence.

* Collaborate with payroll and HR teams to ensure accurate and timely processing of time and
attendance data for payroll purposes.

¢ Stay updated on industry trends, best practices, and system updates, proactively identifying
opportunities to enhance time management processes.

* Produce accurate and timely reports for management, providing insights and analysis on time
management metrics.

Essential Requirements:

* Bachelor's degree in Human Resources, Business Administration, or a related field.

* Minimum 1 year of experience into Time/ Absence Management or similar role, with a strong
focus on Workday Absence Management Operations.

* Demonstrated experience with time management processes, including absence plan setup,
employee record maintenance, and troubleshooting in Workday.

¢ Excellent communication and interpersonal skills, with the ability to effectively collaborate with
cross-functional teams and end-users.

¢ Keen understanding of HR policies, procedures, and employment laws related to time and
attendance.

Desirable Requirements:
* Strong analytical and problem-solving abilities, with excellent attention to detail. Ability to work

independently, prioritize tasks, and meet deadlines in a fast-paced environment.
¢ Proficient in Microsoft Office Suite, especially Excel, for data analysis and reporting purposes.

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 |l help you thrive personally and professionally.
Read our handbook (PDF 30 MB)
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Novartis is committed to building an outstanding, inclusive work environment and diverse teams'
representative of the patients and communities we serve.

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.
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