
Job Description
SR. EXECUTIVE ADMIN
Global Vectra Helicorp Limited is the largest private Helicopter Company in India, providing seamless, safe and accident-free helicopter services for almost two decades. The spectrum of operations of the Company encompasses support to India’s Offshore Oil & Gas industry, Onshore operations for State governments (VVIP flying), election flying, Heli pilgrimage and much more.

The Company is listed both on the National Stock Exchange and the Bombay Stock Exchange.

Designation: SR. EXECUTIVE ADMIN
Location: Mumbai
Reporting To: Mr. Pravin Rane- Sr. Manager Administration

Role & Responsibilities:
· Looking after ISO Documentation.
· Expense Tracking
· Assist in Budget and auditing of the PO/WO/ Contracts.
· Preparation of contracts and ensure timely renewal of the contract.
· Vendor sourcing and Vendor evaluation.
· Preparation of PO and WO. 
· Maintain the record of inventory, capex at PAN INDIA Level.
· Assist in handling petty cash.
· Assist in the sales of scrap and waste oil.
· Updating the SOA, Preparation of Provision , Outstanding . 
· Any other Admin. Work.

Skills & Competencies:
· A graduate with excellent English communication skills and proficiency in computer usage.
· 5 years of administrative experience with comprehensive knowledge in managing a corporate guest house.

	Education
	Any Graduate

	Experience
	 8 + years

	Computer Literacy
	Good knowledge of word, excel, outlook, Good written and verbal communication in English.




