
 

Role – Project Assistant  

Reporting to; Nadia Arrago 

Location; Harefield – UK  

Tenure; Part-time Fixed term Contract  

 

MAIN PURPOSE: 
Assist the project manager of the European Falsified Medicine directive (EU FMD) compliance project 
also known as European serialisation project. 
 
KEY RESPONSIBILITIES & ACCOUNTABILITIES: 

 To provide administrative support to the project manager which will cover project monitoring 
and control, communication 

 See tasks for more details 
 
MAIN TASKS 
 

 Manage the update of the SharePoint and ensure the documentation is up to date across the 
SharePoint 

 Administering the approval of project documentation  

 Monitor project progress and update Gantt chart further to progress review with all work 
package leaders and key team members  

 Placement of orders on the E1 purchase order system 

 Help maintain cost and invoice record 

 Provide support to the financial forecast process 

 Write the minutes of the meetings when required 

 Support for the Change Request process 

 Update of the portfolio management card 

 Help generating regular communication 
 
RELATIONSHIPS: 
 
This role will report to the EU FMD project leader and also provide support to the following work 
package leaders and coordinator:  

 Technical coordinator  

 Validation coordinator 

 Regulatory affairs coordinator 

 Site coordinator (Hengoed, Dreux, External Network)  
 
 
SKILLS & KNOWLEDGE 
 
English speaker 
French would be appreciated 
Project management processes knowledge 
SharePoint knowledge 
MS project skills 
 



Norgine is a leading European specialist pharmaceutical company with a direct commercial presence 

in all major European markets. In 2016, Norgine’s total revenue was EUR 368 million. Norgine 

employs over 1,000 people across its commercial, development and manufacturing operations and 

manages all aspects of product development, production, marketing, sale and supply. 

Norgine specialises in gastroenterology, hepatology, cancer and supportive care.  

 

Norgine is headquartered in the Netherlands. Norgine owns a R&D site in Hengoed, Wales and two 

manufacturing sites in Hengoed, Wales and Dreux, France. 

  

For more information, please visit www.norgine.com  

In 2012, Norgine established a complementary business Norgine Ventures, supporting innovative 

healthcare companies through the provision of debt-like financing in Europe and the US. For more 

information, please visit www.norgineventures.com. 

NORGINE and the sail logo are trademarks of the Norgine group of companies. 

Please note that we do try to provide specific feedback to all applications, however sometimes due to 

the volume of applications received we can respond only to those candidates who best match the 

position requirements.  

 

 

 

http://www.norgine.com/
http://www.norgineventures.com/

