
Trip Report Reviewer Jobs

Job Title: Trip Report Reviewer

Location: New York, NY

Job Type: Full-Time

Reports To: Travel Manager

Job Summary:

As a Trip Report Reviewer at XYZ Corporation, you will be responsible for reviewing

and analyzing trip reports submitted by employees and contractors. You will ensure that

the reports are complete, accurate, and adhere to company policies and industry

standards. Your role is crucial in maintaining the integrity of trip documentation and

ensuring that all travel-related expenses are justified and properly documented.

Key Responsibilities:

● Review Trip Reports: Assess the content of trip reports for accuracy,

completeness, and compliance with company guidelines and policies.

● Verify Documentation: Ensure that all supporting documentation, such as

receipts and travel itineraries, are included and correspond to the details in the

report.

● Check for Compliance: Verify that expenses claimed in the trip report are within

company policy and are appropriately categorized.

● Provide Feedback: Offer constructive feedback to employees or contractors on

any discrepancies or issues found in their reports.

● Maintain Records: Keep detailed records of reviewed trip reports and any

issues encountered, providing summaries to management as required.
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● Communicate Effectively: Liaise with employees or contractors to clarify any

issues or obtain additional information needed for report accuracy.

● Update Guidelines: Assist in the development and updating of trip reporting

guidelines and procedures to improve accuracy and efficiency.

Qualifications:

● Education: Bachelor’s degree in Business Administration, Accounting, or a

related field preferred.

● Experience: Previous experience in auditing, accounting, or a similar role is

advantageous.

● Skills:

○ Strong attention to detail and analytical skills.

○ Proficient in Microsoft Office Suite (Word, Excel, Outlook).

○ Excellent communication and interpersonal skills.

○ Ability to handle confidential information with discretion.

○ Familiarity with travel and expense management systems is a plus.

Working Conditions:

● Environment: Office environment

● Hours: Monday to Friday, 9:00 AM - 5:00 PM

● Travel: Minimal travel required

To Apply: Submit your resume and cover letter to careers@xyzcorporation.com.
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