
Job Description

Global Vectra Helicorp Limited is the largest private Helicopter Company in India, providing seamless, safe services for almost two decades. The spectrum of operations of the Company encompasses support to India’s Oil & Gas industry, 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: Senior Executive – HR 
Location: Mumbai
Reporting To: HR Manager 

Key Responsibilities:

Compliance & Statutory Documentation
· Handle PF, ESIC, PT, LWF compliance in coordination with consultants.
· Maintain statutory files, audit documentation, and support external/internal audits.
Payroll & RNI
· Prepare and update RNI with joiners, exits, increments, OT, LWP.
· Verify payroll calculations (salary, PF, ESIC, PT, allowances).
· Coordinate corrections with Finance and assist in final payroll approval.
Employee Lifecycle Management
· Process increments, confirmations, promotions, loyalty bonus, LTA, reimbursements.
· Manage training bond preparation and documentation.
· Handle exit interviews, clearance forms, relieving letters, and F&F preparation.
Vendor Compliance
· Verify vendor invoices for PF/ESIC/PT compliance, wages, mandays & rates.
· Track discrepancies, follow up with vendors, and coordinate with Finance for payments.
· Monitor contractor workforce compliance including documentation, agreements, wage sheets, PF/ESI challans, and statutory registers.
· Conduct periodic vendor audits to verify adherence to legal norms.
Statutory Compliance Management:
· Ensure compliance with all applicable labour laws such as Shops & Establishment Act, Factories Act, Minimum Wages Act, Bonus Act, Gratuity Act, PF, ESIC, and other statutory requirements.
· Prepare and submit statutory returns within stipulated timelines.
· Maintain up-to-date records related to PF, ESIC, PT, LWF, and other statutory registers.
Audit & Documentation:
· Coordinate and support internal and external compliance audits.
· Ensure proper filing of licenses, renewals, and statutory records.
· Regularly update compliance trackers and audit reports.
Employee Support & Coordination:
· Respond to employee queries related to statutory benefits like PF, ESIC, and gratuity.
· Coordinate with government departments, consultants, and auditors for compliance matters.
Medical Insurance 
·  Manage additions/deletions of employees and dependents in GMC/GPA.
·  Coordinate claim intimation, documentation, and cashless processing.
·  Follow up with insurer for quick claim settlement.
·  Handle shortfall documents and employee queries.
·  Coordinate with Finance and insurer for payment updates.
·  Provide accurate data for annual policy renewal.


Skills & Competencies:
· Strong knowledge of Indian labour laws and statutory compliance requirements.
· Excellent documentation and record-keeping skills.
· Proficiency in MS Excel and HRMS systems.
· Strong communication and coordination abilities.
· Detail-oriented, proactive, and ability to work independently.

Qualifications & Experience:
· Bachelor’s degree in HR, Commerce, or related field.
· “3 years” of experience in HR statutory compliance, preferably within a manufacturing setup or an environment managing a large workforce.

Working Conditions:
· May require occasional travel.
· Ability to work with multiple internal and external stakeholders.


