
Medical Education Meeting Planner

Major global medical technology company

募集職種

採⽤企業名
スミス・アンド・ネフュー株式会社 

求⼈ID
1555998  

業種
医療機器  

会社の種類
⼤⼿企業 (300名を超える従業員数) - 外資系企業  

雇⽤形態
正社員  

勤務地
東京都 23区

給与
600万円 ~ 700万円

勤務時間
9:00-17:30

更新⽇
2025年08⽉25⽇ 08:42

応募必要条件

職務経験
3年以上  

キャリアレベル
中途経験者レベル  

英語レベル
ビジネス会話レベル (英語使⽤⽐率: 50％程度)  

⽇本語レベル
ネイティブ  

最終学歴
⼤学卒： 学⼠号  

現在のビザ
⽇本での就労許可が必要です  

募集要項

Description:

This position is responsible for Meeting Planning for Medical Education programs and may partner with Meeting Planners
(Local and APAC) leading programs, Medical Education, Health Care Providers, vendors and other integral internal functions
to ensure delivery of the highest quality and a consistently excellent customer experience.

This role will manage event planning and logistics for the event, which may include venue, AV/production, ground
transportation, F&B planning, event management technology, attendee registration and management, occasional onsite
event support, pre/post event evaluations, as well as program budget management and reconciliation.
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This person will have excellent time management, meet strict deadlines, have keen attention to detail, strong communication
skills both written and verbal, and the ability to manage multiple tasks while maintaining a high level of customer service.

Event Management Planning

Manage meeting planning logistics for Medical Education courses that generally range in size from 2-100 attendees,
and some larger symposia and larger virtual events.  This may include venue, AV, ground transportation, F&B
planning, HCP travel, etc.

Oversee attendee experiences from event planning phase through post-event review; manage on-site preparations,
and ensure consistent, high-level service throughout all phases

Prepares budget and monitors expenditures for each meeting.  Ensures timely vendor payments and event
reconciliation.               

Work with pre-determined locations including Smith & Nephew Academy and HCP training sites.  Occasionally will
conduct site selection and be involved with contract negotiation for alternative venues.

Lead pre-event planning calls

Ensure adherence to all Compliance, Code of Conduct and local laws regarding interactions with Health Care
Providers (HCP)

Leverage Meeting Management technology solution(s) for attendee management and communications.

Effectively communicate directly with HCP’s

Troubleshoot and handle any issues that arise on the event day

Tracks and processes all HCP changes, including travel (flight/rail), ground, hotel confirmations and cancellations

Provides reports such as: rooming, participants list, ground transportation, group air, arrival and departure, food and
beverage, translation etc.

Knowledge of meeting planning policies, procedures, compliance, business and best practices.

Reporting and Compliance

Manage Compliance reporting for all activities, inclusive of aggregate spend, transparency, etc..

Adherence to S+N business conduct policies and procedures as well as local laws and regulations.

Maintain the highest standards of ethics and compliance.

Ad hoc duties

In addition to the above, employees may be asked to perform other duties that may be reasonably required, including working
on special projects, within the scope of the job title and to work safely at all times with due regard for health, safety, and
environmental protection.

 

スキル・資格

Requirements

Experience 3-5+ years of progressive experience in meeting. planning, preferably in the medical industry.

Bachelor’s degree preferred.

Strong background in hospitality and event management.

Travel required 5-25%.  Depending on geography of role travel may be domestic or considered international.

Business-level English is highly preferred. Native-level Japanese is required.

Competencies

Ability to understand customer priorities and use industry knowledge to help achieve goals

Self-motivated and ready to take on challenges and work under stress in a fast-paced environment
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Ability to handle pressure and make good decisions quickly

Highly detail oriented with a critical degree of accuracy regarding event details

Strong interpersonal and communication skills

Prepared to work flexible hours

Excellent interpersonal and customer service skills.

Excellent organizational skills and meticulous attention to detail.

Excellent time management skills with a proven ability to meet deadlines.

Highly organized with the ability to meet multiple concurrent deadlines.

Ability to provide outstanding customer service and remain professional.

Exercises independent discretion and judgment and solves moderately complex problems.

Must be able to think and respond quickly to offer solutions to problems/issues in an efficient manner.

Initiative-taking and ready to take on challenges and work under stress in a challenging environment.

Ability to manage pressure and make good decisions quickly.

Highly detail-oriented with a critical degree of accuracy regarding event details.

Prepared to work flexible hours.

会社説明
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