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Roles 8 Responsibilities of ANTRIX Executives

YIH®T Role

foreTaT Responsibilities

e -Tg-UsY
[BESC
Chairman-cum-
Managing
Director
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Antrix is the Chief Executive of the Organization. He/ She is
responsible for the effective functioning of the Company in pursuit
of its mission, goals and objectives. Liaison with Administrative
Ministry (DOS), ISRO and other Govt. departments, implements the
decisions of the Board, implements Government directions on
functioning of the Corporation and brief the Board/ Government
about ongoing activities/new activities of the Corporation. Executes
contract agreements & MOUs/ MOAs with business partners.
Creates a strategic vision for the business that stems from the
Company’'s existing strength, builds on its distinctive competitive
advantages and opportunities available. Develop business strategies
and operating plans that reflect the long term corporate objectives.

BN EER)

Director(Finance)

U™ & JHI [y Ueqsfl DI Guyg DAl 3R HU-] Bl jauid
WA SR G S IaFT 3 S & A Jes & ay-gr
T ST SR fa=n &1 ana s & forg forieR €1 faxig
Eh'Ffﬁ 3R fe=mfE= &1 urem ﬁﬁ@ﬁ HIATl To oversee all financial
aspects of business and drive the company's financial strategy and
planning. He/ She will be responsible for assessing the financial
performance of the company as well as possible risks and
investments. Ensure adherence to financial laws and guidelines.
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Sr. Manager BRI & HU & f37-UfAfeT & BB BT 90T Wideon g+t 27 iR
(Finance) vIfeerl st ufsear, PRI S8R Srgeiee &) TR a1 Tifafdes, a5

3R 3R o] TH&T & ST et & o U &g fag & & A

e SR STt AT Udiereh! & I1Y $exthd | Overall supervision of
the company's day to day functioning of the Accounts and Finance
functions including MIS, Audit, Taxation, Corporate affairs etc.,
.Overseeing the process, monitoring and approval of all Payables
and Receivables. Interface with the internal and external auditors as
a focal point for efficient management of the Statutory, Tax &

Internal Audits. .




‘ U Uy (faT)
Dy. Manager
(Finance)

[qHT <O SR UNrdl @l IR 3R SfJAlG | PA 3ey 9§ Geidd
I%?rm,msﬁw faa=l YmaE, 99 YTaH, AIHIR Y,

BT YA B e /piee AR AT u%%qrm
divie T Rl H1 dEl-9ig], 9 Wede SR UEd §el &l
ﬁlFIFHMonitoring and approval of all Payables and Receivables.
Making work order related payment, custom duty payment, foreign
payments, salary payments, dividend payments, petty cash payment.

Raising of Invoices/Credit notes/Debit notes/FE fluctuation invoices.
Accounting of receipts,Reconciliation of Bank statement and

Customer ledger.

ifafie g AR & T R Y | S0y, Siegdlemi ok Ry
@1 U, S &R, HIRYS/aifve srqaie =, deivy, shuwdl Ay,
St $iR SR YT @t 9iiF, ST B GHg TR S-hrafer = g
AT TE@! & Y I HRAT AR GRS XA SR TSR IR
DIAlITimely payment of Statutory dues, includes checking the
calculation of TDS , GSTR1 and RCM ,Advance tax, Monthly/Annual
Professional Tax, TDS, GST TDS, GST and RCM payment, timely e-filing
of data. Co-ordinate with Auditors and furnishing necessary documents
and information.

e Toe TeT SR Wl o § SRy & A% 3 AR B
AEP! & WY I U4l & Ty H Sdlid H1 3R SR ama & forg
fafy faum & a1 vem B ISE TR/ Ry s B Wia siftran
¥G-Tl Monitoring Day to day cash transaction and investment of
surplus in Fixed Deposits. Interaction with customers with regard to
their queries and providing data to legal department towards TDSAT
case. Keeping safe custody of Bank Guarantees/ Indemnity Bonds.
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Company
Secretary

3R faftr fFrame witerol & & v Aeayl wof 71 ot gifafds
U9 Hayie Sawaemars W dsd R yays WAREr I ¥ag o
I g8 gFRfEa foar on 9 & sgaur IRE iR gurdt 8% 9
aferd 11 Hed Sk gfifadl & fofal ot wift Jefia ualt & feanfen
HT 3R 3 W WIS gof #A F T Siawaes sigadf SRarg o<1
Hed SR Il & gowl &) 9% e urifte @bt ggf & o) 7 g
HR TE IR T8 AR 71 35 siraxges UiRieon 3R JHaR= uaH
X e & 9 ot foraal ok ufssaret ¥ o@a €1 3% a8
AT &1 e 6 IS 3 ufsanait &1 urere fopar s sk afid
U e o1 1 R Huwet ok Hewe! @) f[fts s & asd
It el W Anfexi uem foar s

The Company Secretary is a vital link between the Corporation and
its Board of Directors, Shareholders, Government Departments, and
various regulatory authorities. Advising the Board and management
committees on all statutory and constitutional requirements to
ensure that business is conducted in a proper and effective manner.
Circulating decisions of the Board and committees to all relevant
parties and taking necessary follow-up actions to record progress on
these. Keep Board and committee members informed of all issues
relevant to them and provide necessary training and induction to

| ensure that they are aware of their responsibilities and of




procedures. He has to ensure that Board procedures are both
followed and regularly reviewed and provide guidance to the CMD
and the Directors on their responsibilities under various laws.
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Senior Manager

(P&GA) B qd FHANGT & BTHBIS B THIGT Sl TH PHamal B
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To ensure compliance of Service Rules and schemes of the
Corporation, Conduct, Discipline and Appellate Rules and other
Govt. directives issued by DoPT, OPE , DOS, and other departments
from time to time, review the working of the staff working under |
his/ her control, ensure proper maintenance of personal files, service
registers, etc,, of all the employees, ensure prompt maintenance of
Corporation's vehicles and upkeep up of the office building.
Coordinating with business segments for relevant inputs to different
agencies like DOS, coordination with various segments for board
meeting action closure, coordination of training related activities.
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Sr. Managers/ i ) ) .

Managers/  Dy. Responsible for Preparation of business proposals, Proforma Invoices

Managers/ and Marketing kits etc. Development of marketing strategy, Liaison

Assistant with ISRO Centers for framing up specifications for contract

Manager of | proposals and identifying new market potential.

Business

segments

JU UEUH/MEGUE | T 3R JUHRUN b [od HAIT T g 3R ddR BT 3R J9nad
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Dy. Manager/ facharett @1 Tgg A, SIS U 7Y SR W fbu 7T axge &1

Manager QT /AT SR A F FUeE @1 aw HAT Prepare and

(Purchase & process requisitions and purchase orders for supplies and

Stores) equipment. Implement purchasing and contract management
instructions, policies, and procedures. Identify vendors, maintain
records of goods ordered and received and arrange for disposal of
materials.
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SAHRY Responsible for all matters regarding to contract management and

Officers in legal
cadre

legal.
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Roles and responsibilities Non executives in ANTRIX.

Sr. Assistant

Roles | Responsibilities
Assistant Preparation of notes, updation and maintenance of registers & files,
raising of indents and invoices, bill payments, ticket booking and logistic
_ | arrangements, management of appointments and meetings.
IRE UgES ey, URdTE R fqavur affe d9R o671, 39 Uicd § SfRIaIHRul & g

ST TR H], ST SR 30 SRferl B A TR B, Usiiprait
3R BTEAl BT SRIGHIHY AR TWREE, 7 0 3R dord s, foa
YITdr, fewe Tgﬁﬂ'l 3R GG HawT| Preparation of notes, proposals and
statements etc, preparation of data for updation in web portals,
preparation of replies to DOS and other offices, updation and
maintenance of registers & files, raising of indents and invoices, bill
payments, ticket booking and logistic arrangements..

Assistant (IT)

ai.ufareE SMYPTRG S H FEIAD 3R aRY Head PI HAFIGRH, Tuitebrafl 37R
SHUED BISdl BT 3(EaH, 99 dicd H ST BT 3fedH, YT & g faet &7 g,
Sr. Project | SI3NTH SR 3T ST & fo ST TR &1, fewe gfHT oIk W
Assistant FIGRIT, I SRIRT BT YaeE, TR0 SR fiee 3 H|
Guide Assistants & Sr. Assistants in official work, updation of registers &
files, updation of data in web portals, certification of bills for payments,
preparation of data for DOS and other offices, ticket booking and
logistic arrangements, management of contract manpower, raising of
indents and invoices.
CRCICED STHIYT S, fEdt SrTens Ud Jaite el & HdieH, 3dig
(RTSTHTS) IR gEArdel B A, ST, RIGMN, L3 3R ST & Y o
Translator & foru ﬁﬁIERIResponsible for implementation of Official Language,
(Official conduct of Hindi workshops and periodical meetings, translation and
Language) preparation of documents, coordination with DOS, TOLIC, RIO & DOL.
UGS | UdYh (IRTYSITH) P ANGRIA H 3Mec! U Jeiltd THI HIe &I THTS
CIEG) R 3R gk w1 & e Uekg & Srgafad! &1 Jaee &1
Technical SHIT 3R m

UGS Yeee

Handle all IT related matters under the guidance of Manager (RSDS)
Managing Access permissions to Systems and Server Room

Backup and restoration

Password Management




