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ADMINSTRATION MANUAL FOR WHOM THEY JOINED IN NEW TO THE AREA

 Administration person who will be designated as Manager (Admin.) 

Major work will be ticketing, passport/visa formalities, arranging dealers'/distributors' trips in India and abroad besides routine administration. 
TRANSPORT FACILITATION: 
• Administration of Staff Transportation. 

• 24 hours Vehicle management.
• Registration and maintenance procedures of the staff transportation vehicles. 

• 24 hours Shift Managers Vehicle Management. 

• Arranging for alternate transport facilities from Travels. 

• Airport Pick Up & Local Transfer arrangement for Expatriates. 

• Staff Vehicle Repair & Maintenance. 

• Finalizing contract and service agreements with vendors 

• Special vehicle arrangements for staff and executives. 

• Pool car management for Directors and senior management. 

TRAVEL MANAGEMENT: 
• Coordinating the International & Domestic Travel Bookings. 

• Arrangements of Passport. 

• Visa Arrangements. 

• Arranging FOREX. 

• Negotiating vendor agreement and service charges for travel arrangements. 

ACCOMMODATION: 
• Hotel Reservations for Expatriates & SGGI Employees in Star Hotels
• Arranging Food from Star Hotels for Expatriates & Foreign Contractors. 

• Arranging transit accommodation for Expatriates on Lease Agreement. 

• Arranging Accommodation for Technicians near the Factory. 

• Bachelor Accommodation for the Trainees & Junior Technicians. 

• Finalizing rates and agreements for service apartments/guest house/accommodation. 

• Managing the company guest house in the city. 

• Responsible for maintenance and care-taking of guest house and rest rooms. 

CANTEEN & PANTRY SERVICES: 

• Responsible for end to end 24hours operation of Staff Canteen. 

• Responsible for continuous operation of pantry services both in shop floor and administration offices. 

• Finalizing meal rates and pantry rates. 

HOUSE-KEEPING MANAGEMENT: 
• Maintenance of House-Keeping. 

PRINTING & STATIONARY: 
• Providing Printing & Stationary materials for entire complex. 

• Developed online system for booking and procuring stationery materials. 

COURIER & POSTAL SERVICES: 
• Price management of courier services. 

AMC: 
• AMC for Computers, A/C, Water Coolers, etc, 

COMMUNICATION: 
• Administering mobile and telephones services for the entire complex. 

• Management of residential telephone and mobile connections for top management. 

• Procuring and supply of Mobiles Phones, Willkie Talkie, EPBAX. Fax Machines. 

• Leveraging use of corporate connection for eligible employees. 

• Finalizing contract agreements with the vendors. 

UNIFORMS & ID CARDS: 
• Vendor identification and finalization of rates for uniforms/ID cards/Business cards. 

• Supply of Uniforms, ID cards, Safety Shoes, Helmets, Business Cards, and Bus Pass etc. 

CONFERENCE, MEETING & EVENTS: 
• Arrangements for Conferences in factory and in Star Hotels. 

WORK STATION & FURNITURES: 
• Providing & Maintaining a good furnished work stations for the Employees & for Expats 

• Maintenance of Work stations and furniture. 

• Organizing auction of used furniture/electronics/cars/mobile phones for employees.

