
 RDP Pharma AG 

RDP Pharma AG +41 71 466 33 68 
Amriswilerstrasse 51 info@rdp-pharma.com 
CH-8590 Romanshorn CHE-415.370.695 1/1 www.rdp-pharma.com 

Valdospan GmbH is an Austrian-based company with core competences in the field of oncology among others. 
Our company specializes in the research and development of innovative therapeutic products for the treatment 
of malignant tumors. Our aim is to develop therapeutics with the goal of establishing ourselves as a fully inte-
grated Austrian biotech company. To support our R&D and corporate documentation, we are expanding our 
team in Tulln an der Donau. 

To strengthen our team on-site in Tulln an der Donau, we are looking for a diligent and detail-oriented part-time 

Quality & Document Coordinator 
(f/m/d) (20 h / Week) 

Your responsibilities: 

• Quality control of scientific and corporate documents (R&D whitepapers, study reports, project plans; 
corporate templates; BD presentations and one-pagers) for consistency, completeness and formatting 

• Maintaining and updating the Study Report List in Smartsheets and MS Teams 
• Tracking open actions on reports and sending reminders to the responsible team members 
• Finalizing study reports: QC, creating PDFs, uploading to our internal approval tool, following up with 

team members until sign-off 
• Keeping our tracking documents up to date 
• Ownership and administration of document repositories and data rooms (Smartsheet, DocSend), 

keeping titles, structure and access consistent 
• Maintaining integrity of folder structure, working with the team to improve efficiency. 

 

Your qualifications: 

• Professional proficiency in German and English. At least C1 level each. 
• Strong interpersonal skills and reliable communication 
• Completed commercial, administrative or technical training, or a Bachelor's degree; early-career can-

didates welcome 
• Meticulous attention to detail and accuracy 
• Familiarity with MS teams, MS Office suite (Excel / Word / Powerpoint), ideally also Smartsheets. 
• Structured, methodical way of working with consistent follow-up 
• Comfortable with process-driven tasks 
• Good command of MS Office and MS Teams; experience with Smartsheet, DocSend or document-

management and approval tools is a plus 
• Discreet handling of confidential information 
• QMB (ISO 9001) Certificate or equivalent is highly desired  

Earliest possible starting date as soon as possible. We are legally obliged to state the theoretical minimum 
monthly gross salary, which is € 2’535 for a full-time position, pro-rated to 50 %, according to the “Kollektivvetrag 
für Angestellte und Lehrlinge in Handelsbetrieben, Beschäftigungsgruppe: E”. The actual salary is based on indi-
vidual qualifications and work experience. 

We look forward to your application (CV, cover letter). Please send your documents to [info@rdp-pharma.com] 
with the reference [202602]. We offer an open, friendly, collaborative, and supportive work environment within 
an international, cutting-edge drug development company. There are opportunities to work on innovative pro-
jects with a direct impact on the development of novel drug candidates, as well as professional development 
opportunities in a growing and dynamic field. 
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