
JD: 0016
RIG ADMINISTRATOR
	JOB TITLE
	Rig Administrator

	DEPARTMENT
	Operations

	REPORTING TO
	Rig Manager

	RESPONSIBLE FOR
	Administrative functions of the rigs including crewing logistics, labor issues, timesheet, payroll verification etc. 

	QUALIFICATION
	Graduate 

	EXPERIENCE
	2 Years

	SKILLS
	a) Planning skill

b) Recruitment skills

c) Computer knowledge

d) Interpersonal skills

e) Developing people

f) English language

	1. PRINCIPAL ACCOUNTABILITIES :
a) Provide leadership to the crewing department to ensure smooth operations

b) Scheduling the crew deployment to Rigs

c) Arranging visa and tickets for the crew members

d) Arranging Transfer of Salaries for the crew while off signing

e) Arranging interview for the crew for recruitment

f) Communicating crew about their schedule and ensure they reach destinations

g) Arranging hotel and transport for the crew on arrival

h) Keeping list of potential crew which may be required during emergency

i) Maintaining records of all crew members’ qualification.

	2.    AUTHORITY: 

a) Make changes to travel and accommodation arrangements.

b) Authority to recommend corrective actions and report non-conformities. 

	3. HSE RESPONSIBILITIES: 

a) Demonstrate Safety Leadership and promote quality standards in operations of the Crewing department.

b) Conduct Audits of the Department as required to maintain standards of Management System

c) Assist and Review HSE activities.

	4. WORKING RELATIONSHIP:

a) Work closely with Operations and Other departments to meet objectives.


	a) JOB RESPONSIBILITIES:


b) Responsible for all crewing issues and crew recruitment matters to meet crewing requirement on the existing rigs as well as for new acquisitions. 

c) Developing a good and consistent crewing system for recruiting and maintaining high quality crew in drilling industry.  

d) Responsible for establishing proper crew change schedules in advance under the guidance of Rig Manager and as per crew contract, ensuring that crew travel to boarding / lodging, air tickets and travel visas are being handled in most efficient and economical manner. 

e) Coordinating with travel agents, embassies, port authorities in area of operations of rigs for facilitating the crew travel and logistics from their country of residence to area of operation of rigs and back. 

f) Maintaining certification, travel documents, medical certificates up to date either in hard copies or on SAPIENCE HRMS software in office / assigned rig(s) or as may be required by the Company from time to time.  All crew related information shall be verified for authenticity from time to time and maintained up to date in electronic and / or hard filing.  Any irregularity coming to your notice regarding crewing matter shall be immediately informed to your Rig Managers in writing enabling suitable and timely action to be taken. 

g) Overall responsibility in maintaining crew payroll module, verifying timesheets, preparation of salary statements and vouchers for the Rig personnel to facilitate salary disbursements for off signing crew.  You will assist Accounts as necessary towards crew salary disbursements. 

h) Arranging boarding formalities for third party personal (surveyors / workshop) on board 

i) Organizing and scheduling the requisite training for Rig crew personnel after consultation with Rig Managers and in liaison with HR & QHSE department 

j) Preparing crew month end reports

k) Responsible for obtaining CV approvals from client

l) Verifying the invoices pertaining to Rig crew & third party personnel hotel accommodation, travel ticketing and getting final approval from the Area Manager 

m) Obtaining performance appraisal report from the Rig for respective crew members every six monthly in liaison with the Rig Managers.  

n) Attending to offshore rig crew medical emergencies



