Job Description – Project Manager/Specialist (CD)
Program Management – Resource Planning and Analytics
SUMMARY: 
Report to Head of Clinical Development and Director of Program Management, the project manager/specialist will drive the development, management and communication of project schedules, budgets and deliverables in Clinical Development team. Demonstrates a general understanding of pharmaceutical R&D process, excellent facilitation and project management skills, and basic understanding of budget requirement.
ESSENTIAL DUTIES AND RESPONSIBILITIES:

· Develop a system to consolidate project and resource information (such as timeline, budget, FTE allocation etc) to support decision making in Clinical Development team
· Work with cross-functional team members to regularly document product development plan and budget estimations, track project activities, ensure identification and receipt of key deliverables, establishment and monitoring of timelines and conduct work stream follow-up activities to ensure timely completion of tasks

· Develop, track and manage detailed development program timelines, resource and budget allocations, deliverables and milestone progress, including critical path dependencies

· Coordinate and facilitate project team meetings
· Prepare meeting agendas, document and distribute meeting minutes and action items and follow-up to ensure completion.
· Provide support to the management team on project updates / reports as needed.

EDUCATION and EXPERIENCE: 

· Bachelor's or Master’s degree and 5+ years of working experience in pharmaceutical R&D environment in handling and tracking project timeline, resource planning, allocation and actual spending
· Must understand basic components in and sequence of modern pharmaceutical R&D process 
· Excellent skill in Excel, Microsoft project and Power Points
OTHER SKILLS and CHARACTERISTICS: 
· Strong interpersonal skills; ability to interact and communicate professionally with all levels of the organization
· Capable of working independently as well as in a team environment
· Well-organized and ability to handle multiple activities; work effectively under time constraints to meet deadlines
· Looks for creative ways to avoid/solve problems when necessary and not compromise professional integrity
· Professional communication skills, both verbal and written coupled with attention to detail
· Demonstrated work ethic, integrity and professional conduct
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