ROLE PROFILE 

Senior Manager, Operations
Medical Education & Quality Management Department
China R&D and Scientific Affairs

Xian Janssen Pharmaceutical

	PART 1: ROLE  DESCRIPTION 



	
	

	Role TITLE:  


Senior Manager, Operations

	REPORTING TO: 

Director, Medical Education & Quality Management
	DIRECT REPORTS   YES/NO: 
Yes

	GROUP: 


	SKILL TRACK AND SPECIALTY:

Therapeutic Area Medical Education

	

	OVERALL PURPOSE OF JOB: 

To contribute to the Medical Education and other programs based on scientific data, in support of Therapeutic Area goals identified by Senior Management.

To lead and drive the implementation of Medical Education activities including accountability for execution and financial management.

To build and maintain professional relationships with external scientific communities (KOLs, HCPs, etc.), agency personnel and key internal stakeholders across the organization.

To coordinate the educational grant management process for the Therapeutic Areas.

To lead, develop and effectively manage the Operations team in achieving the Medical Education objectives.



	1.1 MAIN ACTIVITIES/TASKS:.
Internal/External

· Work together with Medical Education team members, relevant Marketing and Medical Affairs representatives, and other key stakeholders – to coordinate and drive the implementation of Medical Education events for specific TA’s.
· Establish clear milestones and budget for specific Medical Education events.

· Manage the execution of Medical Education activities and alert relevant department heads and leaders in case of delays or other critical issues.
· Ensure that the execution of all events are in compliance with regulatory, HCC and legal guidelines, and company policies.
· Develop tools and processes (SOPs, guidelines and working practices) to effectively manage Medical Education activities, and ensure that compliance underpins all aspects of work.

· Participate in the negotiation of contracts, review budgets, and monitor expenses for Medical Education activities within therapy area.
· Execute the activity requisition and review process for the Medical Education events.

· Complete the post event and follow-up work, including formal documentation and maintenance of Medical Education event folder.

· Coordinate and liaise with relevant supporting functions (finance, procurement, etc.) for purchase orders and invoice processing for agency budgets.
· Work closely with and manage external agencies to organize Medical Education activities.
· Maintain budget tracking and review with senior management/leadership on a monthly basis.  Major budget discrepancies and issues are to be escalated to VP- R&D and SA.
· Coordinate the Educational grant management process for the TA’s 
· Maintain files and database for tracking requests, preparing educational grant requests for the internal review committee

· Initiation and management of payment for grant requests requiring purchase orders

· Liaison with other departments such as Medical Affairs, Healthcare Compliance, Legal, Finance, and Sales and Marketing. 
· Compile and distribute Medical Education status reports/statistics/feedback (including key performance indicators) to leadership/management team to provide insights into market trends and issues.
· Liaise with Global/Regional stakeholders both internally and externally when Medical Education activities are of cross-border nature.
· Work collaboratively with others working in Medical Education or related roles at Global/Regional/Country levels to proactively share best practices.
· Continuously update knowledge of market trends and competitor activities, and of new developments and industry best practices in Medical Education.
· Communicate effectively with external stakeholders (KOLs, HCPs, institutions and associations) relating to Medical Education strategy and activities.

· Continuously update on the knowledge of therapy areas, products, latest developments, industry trends and best practices in Medical Education.

· Participate in key medical meetings, symposia, and dialogue sessions.
Line Management

· Lead and manage the managers and associates within the Operations Team.

· Set clear performance objectives, provide feedback and coaching and hold team members   accountable for key activities and deliverables.

· Act as a role model with respect to adherence to, and tracking compliance with, relevant Standard Operating Procedures (SOPs), and ensure similar adherence among team members.

· Perform annual performance reviews to help support the creation of a diverse, high performing Operations team.

Administrative Activities

· Allocate time appropriately to conduct responsibilities and tasks such as status reports, expense reports, etc.

· Complete appraisal and provide appropriate developmental feedback for staff personnel.

· Respond in a timely manner to internal and external customer requests.

· Manage time and activities of self and staff to correspond with the annual planning calendar.

· Communicate routinely and effectively to ensure effective integration of business plan.  

· Effectively evaluate materials and programs from appropriate vendors and in-house departments.



	1.2 SPECIAL REQUIREMENTS:

· Fluency in English language is an advantage.
· Flexibility for some domestic and international travels.


	1.3  OTHER FEATURES OF THE JOB:  


	1.4  JOB LOCATION:

Beijing is the preferred location. 


	

	PART 2: ROLE REQUIREMENTS



	

	2.1  ESSENTIAL KNOWLEDGE & SKILLS:

· Proven skills at Project management 

· Proven skills at developing varied relationships within and outside the company.

· High customer and market place focus with an awareness of the importance of business results
· Experienced in management and execution of educational programmes

· Skilled at understanding scientific data will be appreciated 

· Excellent organisational skills, time-management skills and communications skills, both written and verbal. 
· Good  interpersonal, partnering and negotiation skills

· Awareness of and adherence to Johnson & Johnson Credo values and compliance principles.


	2.2  EXPERIENCE:

· Bachelor and above degree. Academic background with a scientific/medical or marketing degree is preferred

· 8 to 10 years plus industry/business experience in a Medical related (e.g. Med Information, pharmaceutical product marketing, pharmaceutical sales management) role.

· 1 – 3 years project management team leader or functional line management experience 

· A good understanding of the varying medical and marketing practices and perspectives across China, regional and overseas experience is a plus.  
· Good planning and tracking skills. 
· Strong oral and written communication skills. 
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