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Company Overview

A company in the pharmaceutical and life sciences industry is hiring for a Project Coordinator position. This role plays a key
part in supporting client projects, coordinating with internal and external stakeholders, and ensuring projects are executed
successfully from initiation through completion. It offers an excellent opportunity to develop project management,
coordination, and communication skills within a global business environment.
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https://www.careercross.com/company/detail-218992
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+ Support the coordination of projects from award stage through completion, ensuring timelines are established, monitored,
and achieved.

+ Attend client meetings, conference calls, audits, and site visits; prepare meeting minutes, track action items, and maintain
project documentation.

+ Manage client-supplied label text, randomizations, products, components, and materials, ensuring efficient communication
with relevant internal teams.

+ Generate project documentation and coordinate with third-party depots and internal stakeholders as required.

+ Monitor client inventory, prepare inventory reports, and track inventory against project requirements.

+ Collect and report KPI data, prepare project forecasts, and provide operational support to the Project Management team.
+ Support invoice investigation and resolution, training activities, process documentation, and continuous operational
improvement initiatives.

Employee Benefits:
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- Work-from-home (WFH) one day a week
- Flextime system

- Commuting by personal vehicle allowed
- Competitive salary and benefits
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- Bachelor’s degree in a related field or equivalent combination of education and relevant practical experience.
- Previous experience in customer service or a related business function preferred.

- Professional Project Management qualification is an advantage.

- Strong knowledge of IT systems and business applications.

« Excellent organizational and time management skills with the ability to manage multiple priorities.

- Strong written and verbal communication skills.

+ Team-oriented mindset with a commitment to delivering high-quality work and meeting deadlines.

« Professional attitude, strong work ethic, and experience communicating with external clients.
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We provide specialized proactive recruitment support tomultinational clients who are setting up new operations or
areexpanding existing business and seeking further growth in theJapanese market.As the first Japanese recruitment
company to set up operations in theUK in 1975, understanding foreign cultures is second nature to us.With our extensive
global network and historically leading position asrecruitment consultancy to Japanese corporations, we have access toan
unrivaled pool of bilingual Japanese and foreign professionals.Our professional consultants are experts in a range of
Industries andfunctions and all have extensive multicultural experience.Based on JAC’s unique history, culture and market
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strength, JACInternational was founded to provide dedicated support to ourmultinational corporate clients in Japan.

JAC International Co., Ltd. is a wholly owned subsidiary of JAC Recruitment. Co., Ltd.
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