
Executive Assistant, Digital, Data & IT
Job ID
REQ-10042379
Mar 11, 2025
Czech Republic

Summary

Our Execute Assistant, Digital, Data & IT will work as part of a global team to provide administrative support to
our Global Executive Leadership. In this role, you will navigate complex assignments including the provision of
support for; strategic planning processes, development of communication materials, meeting coordination and
complex leadership schedule management.

About the Role

Our Execute Assistant, Digital, Data & IT will work as part of a global team to provide administrative support to
our Global Executive Leadership. In this role, you will navigate complex assignments including the provision of
support for; strategic planning processes, development of communication materials, meeting coordination and
complex leadership schedule management.

Major accountabilities:

General administrative support: Deals with complex administrative and organizational assignments
independently and takes care of general administrative tasks.
Involved in strategic planning processes.
Interaction: Informs, advises and supports the team and associates from outside the team on processes,
guidelines services that are specific to the department.
Accommodates customer’s specific needs.
Work processes in own area of responsibility: Initiates new processes or modification of processes and
coordinates the introduction of new or modified processes.
Handles administrative projects: Acts as project coordinator/manager for administrative projects (design,
planning, implementation, communication, etc.) -Supervisory tasks: Mentors temporary employees or
apprentices or assumes a limited project coordination/management role.
Discovers new trends in technologies which will make deliverables and support more efficiently.

Requirements:

Qualification in a relevant discipline or equivalent experience in a relevant field.
Significant demonstrated experience in administration, understanding and supporting leadership needs
within deadlines.
Strong demonstrated capability with prioritisation of tasks in a complex environment.
Proficiency with Microsoft Office Suite including Word, Excel, PowerPoint and Outlook.
Excellent communication skills and proficiency in English (written & oral).

Desirable:
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Familiarity with Microsoft Co-Pilot.

How can we achieve this?

With our people. It is our associates that drive us each day to reach our ambitions. Be a part of this mission
and join us! Learn more here: https://www.novartis.com/about/strategy/people-and-culture

Join our Novartis Network: If this role is not suitable to your experience or career goals but you wish to stay
connected to hear more about Novartis and our career opportunities, join the Novartis Network here:

https://talentnetwork.novartis.com/network

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

Division
Operations
Business Unit
CTS
Location
Czech Republic
Site
Prague
Company / Legal Entity
CZ02 (FCRS = CZ002) Novartis s.r.o
Functional Area
Facilities & Administration
Job Type
Full time
Employment Type
Regular
Shift Work
No
Apply to Job

Accessibility and accommodation

Novartis is committed to working with and providing reasonable accommodation to all individuals. If, because
of a medical condition or disability, you need a reasonable accommodation for any part of the recruitment
process, or in order to receive more detailed information about the essential functions of a position, please
send an e-mail to di.cz@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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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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