		Administrator, Production 

	 

	Job Type: Full Time 

	Location: Toronto, ON, CANADA; 

	Job Category: Administrative Support, Customer Service, Pharmaceutical 

	Industry: Pharmaceutical 

	Year(s) of Experience: 3 

	Number Of Positions: 1 

	Date Posted: Nov 21, 2011 

	   

	***This is a one year contract position***

Job Summary:  

Provide Administrative support to the Production Managers, as required and as directed.
Responsible and accountable for compliance with all aspects of the Occupational Health Act, Ontario as well as Apotex’s Health and Safety policies and Safe Work Procedures (SWPs) and Safety Charter.

Job Accountabilities:

• Follow up on any payroll discrepancies in a timely manner.
• Using SAP, extract absence/overtime/vacation reports as requested by Managers.
• Maintain role of TDA.  Print off BET, get signatures from Managers, print rosters, follow up and confirm bookings.  Create new training plans for new employees.
• Maintain and update various databases on a daily basis (ie. Reliability).  Follow up and investigate discrepancies as required. 
• Responsible for generating all necessary paperwork (ie. Leave of absences, Position Change forms).
• Generate, close and file work orders and PM’s for production equipment and support systems, including calibrations. Perform all data entry related to work orders and PM’s.
• Coordinate travel as required.
• Backup for logbook issuance.
• Produce Production Labels as required.
• Act as backup to other Production Administrators during short absences.
• Act as backup for Reception.
• Lyreco orders.  Match invoices to be audit ready.
• Responsible for downloading of digital pictures and maintenance of camera.
• Works as a member of a team to achieve all outcomes.
• Demonstrates corporate values in the performance of work and in interactions with others.
• All other duties assigned.

Job Requirements/Education:
• High school education in a related field or 3-5 years related experience
• Intermediate MS Office:  Powerpoint, Word, Excel, Outlook, Access
• SAP experience an asset
• Excellent written and verbal communication
• Demonstrated ability to work effectively in a team based environment
• Ability to be flexible and multi-task in a rapidly changing environment
• Excellent organizational and interpersonal skills
• Previous customer service experience required

Apotex - Signet is located at Weston Road and Steeles in North Toronto.




	
	

	Contact:  
	



Tali Wilkes | Consultant, Recruitment 
nwilkes@apotex.com 
Tel: 416-749-9300. Ext. 2403 
Apotex Inc. 

