
Do you already know what you will do after 
graduation? You’re not the only one who has 
to reinvent your future. We do, too. At Roche, 
we work with one goal – to develop innovative 
tests and medicines and use data in new 
ways to help people live longer, better lives. 
Complete your apprenticeship at Roche and 
make a significant contribution to the well-
being of patients!

Where education meets purpose. 

During your apprenticeship, you will gain 
a diverse insight into the most varied areas 
of Roche. The focus is on guaranteeing you 
a lasting learning effect and contributing 
your own ideas. You will work closely with 
other trainees and will be warmly welcomed 
into the team right from the start.

What tasks await you?

Focus: Assistance and secretariat
The activities include both secretarial and 
clerical work:
• Application of operational communication

systems
• Coordination and monitoring of appoint-

ments
• Preparation and accounting of business

trips
• Organization of meetings and events
• Determining requirements and procuring

materials
• Processing and handling customer

inquiries
• Design of internal and external communi-

cation processes
• Participation in the planning and imple-

mentation of projects

What further training opportunities are 
there?

• Specialist business administrator (m/f/d)
or business management assistant (m/f/d)

• In-house training and certification
• Diverse study opportunities

Office Management Assistant (m/f/d)



How does the training process look like?

• During the basic training, which lasts
several weeks, you will be familiarized with
the most important operational contexts
and we will teach you your first core
qualifications.

• The focus of the assignments in the
various departments is on teaching the
specialist qualifications.

• The assignments can take place, for
example, in the assistance and secretarial
area in the Communications and Public
Affairs, Event Management, Finance and
Business Services, Purchasing, Marketing,
Sales and Human Resources departments.

• Theoretical content is taught at regular
intervals at the vocational school.

• Training ends with an examination before
the Chamber of Industry and Commerce.

Your contact

Rebecca Haas
Telefon: +49 (0)621 759 3388

Office Management Assistant (m/f/d)

What additional training elements await 
you?

• Interdisciplinary project weeks
• Internal training and education

(e. g. communication, presentation,
Google applications etc.)

How long does the training last?

3 years

Which requirement do you have to 
meet?

At least intermediate maturity


