Join Tecan!
Join the market leader! Work in a dynamic international environment and share our success!
Tecan is a leading player in the fast-growing global life sciences supply industry. We specialize in the development, production and distribution of enabling solutions for pharmaceutical drug discovery, genomics, proteomics and clinical diagnostics.
You will have the unique opportunity to make an active contribution to the successful further development of Tecan. Our employees & products are the key to our success. We are therefore seeking an experienced Assistant to the President in our Administration Department.

SUMMARY:
The Assistant to the President has general responsibility for assisting the President in carrying out his or her duties and for aiding the effective functioning of the President's Office.  Has a lead responsibility for other administrative support functions of the company. 

DUTIES/RESPONSIBILITIES:

1. Manages the organization of the office of the President including communication (sort and prioritize mail, messages and other contacts with the Office of the President) and documentation (files, papers/forms to be signed and other miscellaneous paperwork).

2. Works closely with the President and his/her Staff Members to provide administrative support regarding agreements, documentation of policies and contracts.  

3. Carries out research as needed for the President's letters, reports and presentations and prepares outlines or drafts of these projects as requested.

4. Reviews the company’s administrative processes.  Ensures efficiency in the processes involved.  Manages administrative process i.e. reconciliation of the company’s phone bills, arranges bi-weekly Staff Meetings, creates meeting minutes for Staff Meetings and ensures distribution.

5. Responsible for various administrative support functions of the company including, but not limited to, the company travel policy, arrangements and trip itineraries of the entire company, security system administration, the telephone system and copiers.

6. Support the Quality System and Quality Policy by following procedures / work instructions and creating records to meet the requirements of the Quality System Regulation and ISO registration.

DUTIES AND RESPONSIBILITIES INCLUDE THE PRINCIPAL FUNCTIONS OF THE JOB.  THE JOB DESCRIPTION SHALL NOT BE CONSTRUED AS A COMPLETE LISTING OF ALL MISCELLANEOUS, INCIDENTAL OR OTHER DUTIES WHICH MAY BE ASSIGNED DURING NORMAL OPERATIONS.  

TRAINING EXPERIENCE AND SKILL REQUIREMENTS:
Bachelor’s degree or equivalent, 4-5 years of experience working for executive management.  Excellent administrative and organizational skills, including attention to detail, ability to manage multiple tasks in a fast-paced environment.  Strong computer skills, extensive knowledge of Microsoft Word, PowerPoint, and Excel. Outstanding interpersonal skills including the ability to work with a diverse group of peers, Heads of other subsidiaries and customers.  Sound judgment, including the ability to use and show discretion, make sometimes difficult decisions on one's own, listen well, and show fairness in all interactions. Requires well-rounded knowledge of office equipment and office practices related to the President. 

Please apply at www.tecan.com
When applying must use ref. #121-09
When you choose to self identify (EEO Data Form) must use ref. #121-09
