> NOVARTIS

Field Support Specialist

Job ID
REQ-10074139
map 17, 2026
Kutaw

Ceogaka

-Support end-to-end order management process by interacting with customers, manufacturing sites, and other internal departments to ensure all orders are executed in
a timely and efficient manner.Sales support specialists responsible for key sales coordination activities. Supervision and support readily available from next line
manager.

About the Role

Major accountabilities:

o Timely order management using relevant system.

« Perform manual order entry for site-to-site material transfer orders.

o Issue credit and debits notes.

« Monitor email inboxes to ensure timely and accurate responses to customer inquiries regarding order status, shipping dates, product availability, and back orders.
o Perform order confirmation and inbound system booking for manually placed orders in the system.

« Act as a liaison with various departments throughout the company and be a trusted advisor to internal parties.

Maintain and issue customer open order list.

« Maintain accurate and up to date working procedures.

Reporting of technical complaints / adverse events / special case scenarios related to Novartis products within 24 hours of receipt.

Distribution of marketing samples (where applicable)

Key performance indicators:

o Full compliance with required standards and policies (NFCM controls)

« Compliance with order management deadlines

» Process performance (e.g. order confirmation, confirm dates in the past)
« End-users trained according to the agreed training plan

Minimum Requirements:
Work Experience:
o Operations Management and Execution.

Skills:

Affiliate Marketing

o Auditing

Callls Handling

Conflict Resolution

« Customer Care

o Customer Requirements
o Customer Service

o Databases

« Installations (Computer Programs)
o Microsoft Access

« Oncology

« Order Management

« Relationship Building

» Sales Support

« SAP ERP

Languages:
o English

Why Novartis: Helping people with disease and their families takes more than innovative science. It takes a community of smart, passionate people like you.
Collaborating, supporting and inspiring each other. Combining to achieve breakthroughs that change patients’ lives. Ready to create a brighter future together?
https://www.novartis.com/about/strategy/people-and-culture

Benefits and Rewards: Learn about all the ways we’ll help you thrive personally and professionally.
Read our handbook (PDF 30 MB)
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https://www.novartis.com/about/strategy/people-and-culture
https://www.novartis.com/sites/novartis_com/files/novartis-life-handbook.pdf

Kutan

Cant

Wuhan (Hubei Province)
Company / Legal Entity
CNO06 (FCRS = CNO006) Beijing Novartis Pharma Co., Ltd
Functional Area
Mpoaaxn

Job Type

Full time

Employment Type
Regular

Shift Work

No

Novartis is committed to building an outstanding, inclusive work environment and diverse teams' representative of the patients and communities we serve.
Accessibility and accommodation

Novartis is committed to working with and providing reasonable accommodation to individuals with disabilities. If, because of a medical condition or disability, you need a
reasonable accommodation for any part of the recruitment process, or in order to perform the essential functions of a position, please send an e-mail to
diversityandincl.china@novartis.com and let us know the nature of your request and your contact information. Please include the job requisition number in your
message.
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