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General Affairs - Hybrid, Flex Time and European Pharma
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Multi National Pharma Company
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Key Responsibilities

« Clerical & Documentation:

o Handle data entry, filing (physical and digital), and document organization.


https://www.careercross.com/company/detail-442198
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- Draft, proofread, and prepare routine correspondence, reports, and presentations.

» Maintain and update databases and contact lists.
« Communication & Reception:

o Answer and direct phone calls and manage the main office email inbox.

o Greet and assist visitors, clients, and vendors.

o Schedule and coordinate meetings, appointments, and conference room bookings.
« Office Support:

- Manage and distribute office mail, packages, and deliveries.

= Monitor and order office supplies and maintain inventory levels.

o Assist with travel arrangements and expense report processing, as needed.
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