
 

 

Job Opportunity  
Noble Drilling (Guyana) Inc. hereby invites suitable Qualified candidates to   

apply for the position of Personnel Assistant. 
 
Summary: 

Assist human resources staff with administrative services such as routine reports, analysis 
and maintaining files and records. Coordinate with offshore Operations and Personnel in 
assignment of new employees and transfer of personnel to fill staffing needs as required 
by on-going drilling operations. Requires knowledge of Immigrations policies and proce-
dures related to employment practices.  

Qualifications: 

• Associates Degree/Diploma in Business Management or similar. 
• Proven work experience as a Personnel Assistant.  
• An ability to manage several tasks simultaneously while meeting deadlines with 

good organizational and interpersonal skills.  
• Discretion and Confidentiality.  
• Excellent verbal and written Communication Skills.  
• Proficient in Microsoft Suite applications.  
• Must be a Team Player.  

 

Essential Function: 

• Act as liaison with Immigration agent for staffing; Permits to Land, Employment 
Visa on Arrival, Work Permits and Visas and other immigration and personnel re-
lated tasks for Noble employees and service personnel in compliance with Host 
country.  

• Act as liaison with local accounting and audit firms on monthly and annual tax fil-
ings.  

• Assist in arrangement/scheduling of meetings and travel for personnel including 
but not limited to, Booking ground and air transportation, accommodation, medical 
services appointments plan etc.   

• Create and Maintain tracking system; Update &/or request employee documents 
(including but not limited to travel and tax compliances documentation etc.) for rec-
ords and files.  

• Create and maintain personnel files for offshore employees.  

• Assist with general office functions and assist other staff as the workload requires.  

• Perform other duties and special projects as assigned.   



 

 

• Provide onshore support during Emergency Response.  

• Provide support to the operations when required.  

 

 

 

 

 

Submission 
 

Format: First Name Last Name_Application-Personnel Assistant_Noble 
File format: PDF 

 
 

Applications can be sent via email  
PGonsalves@noblecorp.com  
 on or before June 19th, 2023 
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