
 

 
 

Job Description – Office Administrator 
 

Overview 
Rapidly growing company in the biopharmaceutical industry is seeking an Office Administrator.  This 
position will juggle multiple responsibilities, providing support to our staff, assisting in daily office 
operations, and handling 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 Office (Excel, Word, PowerPoint) and office equipment. A team 
player with an upbeat, “can do” attitude will fit well with our dynamic team. 
 
Ultimately, a successful Office Administrator should ensure the efficient and smooth day-to-day 
operation of our office. The position is based in Exton, PA. 
 
Key Responsibilities 

• Administrative - Answer and direct phone calls, organize and schedule appointments, write 
and distribute email, correspondence memos, letters, and forms, develop and maintain a 
server filing system, monitor and maintain office equipment and supplies, support with 
planning conference attendance and travel 

• Network support – Work with our Network Manager to process payments to our research 
participants, help identify new panelists, and validate existing research respondents 

• Marketing support – Work with our Marketing Manager to augment promotional efforts, help 
identify new target clients, and assist with managing lists 

• Franchise head support – Assist with editorial review, secondary research needs, and client 
follow up communications 

 
Education & Experience  

• Proficiency in MS Office (Excel and 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 diploma  
 

What You Bring:  

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

• You are exceptionally organized and responsible 

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

• You are not fazed by change and innovation and are able to manage between urgent and 
important tasks  

• You seek a working environment populated by dynamic professionals with a team-oriented 
approach to building a best in class insights business 

 
  
 



 

 
 

Other relevant information: 
This is a part time position. Compensation package includes competitive hourly rate commensurate with 
experience. 
 
Interested candidates should submit a resume with cover letter stating why this role is of interest and 
what attributes you will bring to the Spherix team. Submit to erica.goulet@spherixglobalinsights.com. 
 
About Spherix 
Spherix Global Insights is an independent healthcare market research and business intelligence agency 
headquartered in Exton, PA. We specialize in autoimmune, renal, neurologic, and rare disease markets, 
as we pride ourselves on bringing expertise into these therapy areas. Our aim is to apply our commercial 
experience and unique relationships within core specialty markets to translate data into insight. 
 
Our research is conducted through online surveys in collaboration with our proprietary networks of 
engaged physicians, ancillary healthcare professionals, and patients. The data collected is aggregated 
and analyzed to produce numerous types of reports across specialty markets. By cultivating our own 
proprietary networks, we can control the quality of the respondents and ensure that clients are getting 
insights from a group representative of their customer base. 
 
We aspire to be the intelligence provider of choice in the select therapy areas we cover and therefore 
we invest in our client relationships as long-term partnerships. Our intelligence teams have extensive 
experience in market research, data analysis, pharma brand management, and strategic marketing, 
allowing us to understand the business context of the research we conduct. 
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