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SAPEM has a vacancy for a Travel Officer. 
 

 
 
OBJECTIVE:  
 
The Travel Officer is responsible for travel and temporary/ “in transit” accommodation requirements for all 
staff in accordance with corporate / company policies. 
 
RESPONSIBILITIES AND DUTIES: 

• Responsible for booking and coordination of airline tickets and hotel accommodation submitted via a 
travel request 

• Manages the air and transportation booking process for relocations, home leaves, and expatriations 
• Works with local realtors and property managers to provide temporary/permanent housing for 

relocations, home leaves, and expatriations in coordination with the Facilities Coordinator. 
• Provides guidance to travelers and administrative assistants in regard to any travel related issue(s). 
• Plan itinerary for travel and accommodations using knowledge of routes, types of carriers and 

regulations. 
• Liaise with Drivers’ Coordinator to ensure all transportation arrangements are in place for travelers. 
• Liaison with hotel to ensure proper payment authorizations. Answer inquiries regarding fares, availability 

of travel, and accommodations. 
• Responsible for the processing and handling of documentation for travel logs/monthly department 

reporting. 
• Maintain spreadsheets for tracking of housing, business travel and vacation of Expatriates  
• Handle incident reports and work with insurance carriers on claims processing. 
• Handle expense report verifications for personnel to ensure proper submission of payments. 
• Manage related invoices and utilize SAP tool for processing of invoices; Review vendor proforma 

invoices and check for accuracy. Issue work order and/or service entry. Provide final invoice with backup 
to Accounting Department for payment. 

• Any other duties as assigned. 
 
 
Please send your resume with the subject "Travel Officer” to saipemgycareers@saipem.com 
 
Please note, the closing date for applications is October 25th, 2024. 
 
Only shortlisted candidates will be contacted. 
 

Introduction 
Job Title: Travel Officer 
Business Line: Asset Based Non-Drilling 
Department: HR 

Requirements 
Qualification: Diploma in related field 
Knowledge of the English Language: Yes 
Labour Relationship: Permanent Contract 
Years of Experience: Minimum of 2-3 years in a related field 
It Skills: Proficient in Microsoft Office 
Soft Skills: Interpersonal, communication 
Nice To Have: Travel Management Experience 
Location: Georgetown  
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