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Event & Organization Specialist (Ref: MOS001)
Qualifications

· University degree 
· Minimum of 2 years  experience in a similar position in the pharmaceutical industry 

· Strong communication and language skills (Both in Turkish and English)

· Advanced knowledge of MS Office applications

· Excellent coordination and communication skills 
· No military obligations for male candidates

· Travel extensively (local/international)

Responsibilities

Reporting to the Event & Procurement Team Leader, s/he will be responsible to;
· Collect information regarding congresses and events, secure that travel arrangements are made accurately and timely, including accommodations, transportation, visa approvals, etc
· Secure that all ethical and internal rules related to congress and event activities are met 

· Build good relations with congress agencies and associations and to arrange the congress stand
· Manage certain financial/administrative tasks related to congress and event execution, including budget management, invoicing, pre-payments
· Participate at meetings and congresses when required 

· Responsible for timely follow-up on the estimated cost including supporting the cost controlling systems, prepare related reports
Competencies

· Excellent interpersonal skills, ability to work co-operatively 

· Comfortable operating under time pressure and living up to tight deadlines

· Analytical mind with strong planning and organization skills

· Multi task oriented and service minded

· Strong integrity, impact and enthusiasm

· Responsible & accountable

· Highly self motivated
Please send your resume and cover letter accompanied by a recent photograph via e-mail to slvi@novonordisk.com no later than 05.02.2012. All applications will be treated strictly confidential.

