Role Specification

Job Title:

 Commercial Administrator Rotary Wing
Reports to:                Commercial Manager
Key Interfaces:
 Engineers, Logistics, Reception
Main Purposes of Position

To administrate the Commercial requirements for Rotary Wing Aircraft, Technical Services, Fuel, Landing and other Ad Hoc invoices. Warranty Claims for Rotary Wing Aircraft and maintenance of internal records.

Responsibilities 

1. Collate relevant information from the work orders in order to present for signature accurate invoices in a timely manner. 
2. Create invoices against credits received for successful rotary warranty claims and keep rotary warranty spreadsheets up to date.

3. Prepare invoices for other customer charges i.e.  Fuel, Landing, Power by the Hour etc. 

4. Maintain the relevant estimate registers and complete the profit/loss analysis.

5. Set up and maintain spreadsheets for large projects and insurance claims.

6. Input invoices and credits into Dimensions.

7. Keep Rotary Wing process notes, estimate registers and the various Crib Sheets up to date.

8. Assist Commercial Manager with analysis of contract data. 
9. Provide cover for Reception when required.

10. To perform all duties as trained in accordance with the Company Health, Safety & Environment Policy, other company policies and procedures, observing external regulatory authorities as appropriate.

11. To undertake any other duties and responsibilities as delegated or directed by your Manager. 

Key Deliverables

Submitting accurate customer invoices in a timely manner and meeting monthly targets.

Limitations

1.
Cannot approve capital expenditure.
Contacts

Outside Company: Customer’s queries.  Sikorsky, Euro copter and other Rotary
       Wing warranty/ insurance companies.    

Inside Company: Commercial Department, Rotary Wing Manager, Technical Services Department, Accounts Department, Airworthiness Department, Logistics, Reception  and Handlers.

To be completed for recruitment purposes:

PERSON SPECIFICATION

1.          Education
A high level of numeric and literacy skills.

2.        Knowledge

Applicants need to be organised experienced administrators, detail conscious,       numerate, flexible and good at problem solving.

3.        Experience

Experience of working in an Engineering environment would be preferable.

4.                                                                                    Previous Achievements

Working in a similar environment and computer literate.

5.                  Skills

Needs to be a flexible, quick learner with the ability to understand some complex issues and see the bigger picture.

6.                                                                                             Personal Qualities

A professional attitude, cheerful and self motivated with the ability to work within a team.

To be completed for Job Evaluation purposes:

1. Knowledge ( indicate knowledge required to carry out role)

Strong numerate and computer skills including Excel
2. Professionalism (indicate level of professionalism required to carry 
out role)

A professional attitude is required at all times.
3.
Accountability (indicate level of accountability associated with this 
role)
                      Willing to accept responsibility for ones own actions.
Director / General Manager Approval
Signed:…………………………………….    Dated:…………………………

Job Holder:…………………………………



Print name

