
 

Job Description – Administrative Assistant 

Job brief 

We are looking for a responsible Administrative Assistant to perform a variety of administrative 
and clerical tasks. Duties of the Administrative Assistant include providing support to our 
managers and employees, assisting in daily office needs and managing our company’s general 
administrative activities. 

The ideal candidate should have excellent oral and written communication skills and be able to 
organize their work using tools, like MS Excel and office equipment. If you also have previous 
experience as a secretary or executive administrative assistant and familiarity within our 
industry, we’d like to meet you. 

Ultimately, a successful Admin Assistant should ensure the efficient and smooth day-to-day 
operation of our office. 

Responsibilities 

 Answer and direct phone calls 

 Organize and schedule appointments 

 Plan meetings and take detailed minutes 

 Write and distribute email, correspondence memos, letters, faxes and forms 

 Assist in the preparation of regularly scheduled reports 

 Develop and maintain a filing system 

 Update and maintain office policies and procedures 

 Order office supplies and research new deals and suppliers 

 Maintain contact lists 

 Book travel arrangements 

 Provide general support to visitors 

 Act as the point of contact for internal and external clients 

 Support with planning conference attendance 

 Organize information on company database 

 Preparation of materials for client meetings 

 Ensure stocks of office materials are maintained  

  

  



  

 Requirements 

  

 Proven experience as an administrative assistant, virtual assistant or office admin assistant 

 Knowledge of office management systems and procedures 

 Working knowledge of office equipment, like printers and fax machines 

 Proficiency in MS Office (MS Excel and MS PowerPoint, in particular) 

 Excellent time management skills and the ability to prioritize work 

 Attention to detail and problem solving skills 

 Excellent written and verbal communication skills 

 Strong organizational skills with the ability to multi-task 

 High School degree; additional qualification as an Administrative assistant or Secretary will be a 

plus 

What You Bring: 

 You are a self-starter that is comfortable working independently and without routine 

management supervision  

 You are a natural organizer, bringing order and organization to your work and home life 

 You enjoy making progress towards your goals and possess an instinctively entrepreneurial 

business acumen 

 You are not fazed by change and innovation and flex between urgent and important tasks You 

value integrity 

 You seek a working environment populated by dynamic professionals with a team-oriented 

approach to building a best in class insights business 

 You may have great experience from a career in pharma – company or agency – in an 

administrative or project management role 

Other relevant information 

Compensation package includes competitive salary and benefits, commensurate with 

experience, as well as an annual bonus linked to franchise and company profitability 

About Spherix 
Spherix Global Insights (www.spherixglobalinsights.com) is a rapidly growing and business 
intelligence firm serving highly specialized biopharmaceutical clients.  Our aim is to apply our 
commercial experience and unique relationships within core specialty markets to translate data 
into insight, enabling our clients to make smarter business decisions. Our research activities will 
be focused on certain highly dynamic therapeutic areas which include Nephrology, Neurology 
and Immunology. 

https://resources.workable.com/virtual-assistant-job-description


Please supply resume and a covering letter outlining your interest in the role to Robbie 
McCarthy, Chief Strategy Officer. Robbie.mccarthy@spherixglobalinsights.com 
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