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About the Role
Major accountabilities:

* Pharmacovigilance Operations Support
o Assist in the intake and tracking of adverse event (AE) reports from various sources
(e.g., PSPs, HCPs, internal stakeholders)
o Support case documentation and ensure completeness of required safety data before
submission
o Perform data entry and reconciliation in safety tracking tools or local logs
o Assist in follow-up activities for missing information under supervision



Compliance and Documentation
¢ Support maintenance of PV documentation, including local SOPs, working instructions, and

training records
¢ Participate in document review and formatting for audit readiness

Safety Reporting and Monitoring

o Assist in tracking submission timelines for Individual Case Safety Reports (ICSRS)
o Support preparation of periodic reports, metrics, or dashboards as required

Cross-functional Collaboration
¢ Coordinate with internal stakeholders (e.g., Medical Affairs, PSP teams, Quality) to collect
safety information
* Support communication with external service providers (ESPs) if required

¢ Participate in internal meetings and contribute to meeting minutes or action tracking

Key performance indicators:

Timely and accurate support of AE processing activities
Compliance with internal procedures and documentation standards
Quality and completeness of assigned tasks

Contribution to audit readiness and team deliverables

Minimum Requirements:
Work Experience:

* NA.

Skills:

Strong attention to detail and data accuracy

Good organizational and documentation skills

Effective communication (written and verbal)

Ability to handle confidential information with integrity

Proficiency in Microsoft Office (Excel, PowerPoint, Word), Copilot
Fluent in English; Chinese is a plus

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

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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Job Type
Full time

Employment Type
Early Career (Fixed Term)

Shift Work
No
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