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POSITION DESCRIPTION

	Position Title:
	Regulatory Affair Specialist (new Brand), Russia
	

	Reports to Title: Regulatory Affairs Manager, 
Location: Moscow
Dept./Function: Regulatory Affairs CEE


POSITION RESPONSIBILITIES

	Position Summary 

	Specialist responsible for obtaining all needed registration documents and approving mandatory consumer information for the category of products in charge of, for import, customs clearance and selling purposes in Russia.

Capable of working in an independent manner both effectively and accurately, minimizing the technical legal risk of non-compliance related to company products. 


	Order of Importance
	Duties

 (major tasks and activities)

	1

	Artwork Process Execution:
Responsible:

· to translate artworks from English and / or Russian for products to the Russian language,
·  to check and verify artworks if information is compliant to all appropriate market regulations and company policies, then to approve (for both, regional developments and local alliances),

· to ensure artworks timely translation and approval,

· to provide artworks and related information for retention,

· to maintain artwork database, 

· to provide information for stickers for products which need overlabeling,
· to ensure risk assessment is appropriately done in case of any deviations in product composition



	2


	Registration Process Execution:
Responsible:

· to obtain technical documents on product characteristics from manufacturers, negotiate with manufacturers 

· to prepare set of documents to submit to Registration body in Russia,

· to coordinate timely samples delivery to Russia and submit them to Registration body to ensure registration process 

· completion according to the company needs,

· to reissue documents if their valid periods are expiring but the products are alive in the company portfolio,

· to archive registration documents for their retention during time period established by Russian and / or EAEU technical regulations, company policies and procedures.

· to ensure risk assessment is appropriately done in case of any deviations in product registration 



	3
	Documents Database Administration: 

Responsible:

· to update statuses of documents availability for other departments,

· to update information on samples deliveries, documents submission dates for internal use and tracking,

· to provide scanned copies of registration documents for company website and other needs.


	4
	Legislation / Standards monitoring, impact assessment and implementation:
Responsible:

· Conducts monitoring and assessment of Russian and EAEU publications of potential product related business impact (draft & final regulatory text and guidance) Identifying emerging regulations and related scientific issues focus is at various government levels (geographically: local, state, regional and functionally:  related to cosmetics, non-cosmetics legislation) in order to prepare for forthcoming regulatory changes and ensure smooth business activities 
· Working closely with the business partners as appropriate, evaluates forthcoming changes and conducts expert risk assessments ensuring full business impact awareness of issues identified.  Through liaison with local and cluster Regulatory teams and lawyers, disseminates the agreed single company position on developing issues to the business. Provides clear expert conclusion about forthcoming state government legislation and regulations to internal clients helping them to leverage that information to make effective strategic business decisions. 



	5
	Additional / Ad-hoc Duties:

· to participate in other projects and activities as required by the business (and agreed with RA Manager.

· to provide regulatory trainings for internal and external customers, consult on regulatory questions.
Ensures compliance with internal controls and the Code of Business Conduct and Ethics.




JOB FACTORS
	Job Requirements: 

· Education required

· Years of experience

· Special skills required for position
	· Degree level education (or equivalent  industrial experience)

· Previous specialist experience in a regulatory or quality environment, translation services desirable
· Upper intermediate English
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