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Be the new 

Office Trainee 
in a biotech company focused on the discovery, design and 
development of innovative peptide-based medicines  

 

 

Zealand Pharma A/S (Zealand) aims to become a fully integrated biotechnology company leading in delivery 
of specialty medicines. We are passionate about improving the quality of life for patients with metabolic and 
gastrointestinal diseases, and other specialty or rare disease areas with significant unmet medical needs.  

Zealand is seeking an Office Trainee to start August/September 2019. The training period is 2 years incl. 
school periods and ends with a final examination. The Office Trainee will be part of the Administration team 
placed in the reception and main responsibility will be receptionist tasks and administrative ad hoc tasks. 

The Office trainee will be responsible for:   

 Manning of reception: Telephones & receiving guests and all receptions tasks 

 Organizing meetings: Booking meeting rooms and catering incl. teleconference calls 

 Ad-hoc secretarial tasks for various departments incl. copying & binding of presentation material 

 HR and Finance: Expense system, invoices and Eurocard reports and administrative tasks. 

Job Profile 

The successful candidate will be: 

 Professional, service-minded, flexible, very reliable and have a good sense of humor 

 Able to work independently, be pro-active and ready to take on new tasks and challenges from all 
areas in the company 

 A good team worker and willing to help and support when and where it is needed 

 Communicate and collaborate with all internal departments and external guests in a professional and 
service-minded way 

 Protect the reputation of Zealand in relation to other employees and to the surrounding world 

 Follow the current version of Zealand’s Quality Policy. 
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Application 

Please send your application and CV no later than June 21, 
2019 to: 
 
career@zealandpharma.com 
 
or 
 
Zealand Pharma A/S 
Att.: HR 
Smedeland 36 
DK-2600 Glostrup 
 
For further information, please contact Receptionist & Travel 
Coordinator, Heidi Kamp Christiansen 
at +45 5060 3693 
or hkc@zealandpharma.com 

About Zealand Pharma A/S 

Zealand Pharma A/S (Nasdaq Copenhagen and 

New York: ZEAL) ("Zealand") is a biotechnology 

company focused on the discovery and 

development of innovative peptide-based 

medicines. More than 10 drug candidates 

invented by Zealand have advanced into clinical 

development, of which two have reached the 

market. Zealand’s current pipeline of internal 

product candidates focus on specialty 

gastrointestinal and metabolic diseases. 

Zealand’s portfolio also includes two clinical 

license collaborations with Boehringer Ingelheim 

and pre-clinical license collaboration with Alexion 

Pharmaceuticals. 

Zealand is based in Copenhagen (Glostrup), 
Denmark. For further information about the 
Company's business and activities, please visit 
www.zealandpharma.com or follow Zealand on 
LinkedIn or Twitter @ZealandPharma.  
 

Candidate Profile 

The successful candidate will have: 
 

 Passed EUX, HHX or equivalent with EUS 

 Fluent speaking Danish and English is a must incl. strong written skills in both languages 

 Some experience in office administration work 

 Flair for IT and administration 

 Willingness to learn. 

What we offer 

Zealand’s employees are one of the company’s most important assets. We strive to attract, develop and 
retain the best talents, and to be a company where every employee can thrive. 

At Zealand, we understand the value of a diverse workforce. As an employee, you will be part of an 
innovative, cross-disciplinary and cross-cultural working environment.   

We offer a salary package including pension scheme, as well as the option of joining the company lunch 
program, and use of massage, fitness and social facilities.  

To find out more about working at Zealand, visit our careers site and view our company video at: 

www.zealandpharma.com/zealand-as-a-work-place/ 

www.zealandpharma.com/video-about-zealand-new/ 
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