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Odwuc a3kiMuici
Department Administrator

KbiaMmeT KopceTywi nepcoHan, xaTwbinbik, LB / KeHceHi 6ackapy

K3cinopblH: ToBapuMLLECTBO C OrpaHUYeHHOW OTBETCTBEHHOCTLIO "Kaz Project
Operating"

EH6ekakbl: 150 000 6actan 170 000 TeHrere neniH

TOsbIK XKYMbIC KYHi, TYpaKTbl XXyMbIC, eHbeK xafganbl KanbinTbl

ATbipay 0b6sibiChl / ATbIpay K.
Requirements:

Minimum of a High School graduate or equivalent degree;

2 years administrative, secretarial or similar experience.

Advantageous Qualifications/Experience

Experience in a similar role within an international corporate environment;
Kazakh language (good) is desirable but not essential.

Required Competences:

Good interpersonal and communication skills in an international environment;
Some understanding of the oil and gas business;

Self motivated team player;

Good administration skills;

Accuracy and attention to detail;

Ability to handle sensitive information and ensure confidentiality;

Ability to cope with fast changing priorities and fluctuations in workload;

Skilled use of Microsoft Word, Excel, Power-Point, Outlook, and other specific IT,
administrative applications

used by the department e.g. SAP;

Proficient in both written and verbal English and Russian languages.
Responsibilities:

Ensure and maintain effective relations with Company Service Departments
Undertake document management including filing, updating, tracking, formatting
and distribution to appropriate recipients;

Carry out calendar maintenance including departmental leave schedule, the
scheduling of meetings, confirmation of attendance, facilities, date and time etc.;
Ensure confidentiality of department communications and company information as
well as respect the privacy of sensitive personnel data;

Maintain Recording and distribution of minutes of meetings as required;
Arrangement and administration of Departmental travel,

Maintain and develop Departmental filing and administration systems;
Administer Departmental invoices and expenses;

Improve Departmental support in a proactive way;

Ensure continuity during absence of Department members by being involved in and
fully aware of departmental matters, taking own initiative and seeking advice if
necessary;

Serve as a key point of contact for the Department;

Handle Departmental correspondence including directing communications to
appropriate recipients and providing relevant information;

Produce and provide routine reports, presentations and other departmental
information as necessary.

Conditions:

Atyrau, 5/2.

Pe3toMe BbIChI1aTbh Ha NOYTY: Maxim.s@kpop.kz
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2 Xbln

XKYMBbICTbl peTTey KecTeci;
6a)xgap MeH geManbiCTapAblH Ti3iniMiH Xacay;

opTajaH KeniH


mailto:maxim.s@kpop.kz

MeHrepreH Tingepi

YXeke KacueTi

KacinopbiH Typansl
aknapaTTap

Kbi3MeTKep/iep caHbl

KacinopblH Typasbl
aknapaT

BannanbicTafbl Tynfa

K3cinopbIHHbIH
anmafbl

K3CinopbIHHbIH
MeKeH->Kalbl

Ka3ak - )XeTiKk aeHremn
OpbIC - xxofapbl geHren
AfbIIWBIH - XXETiK AeHren

WNHTepHeTTiH Heri3ri 6inimi;
3/IEKTPOHAbIK MOLWTaHbl NanganaHy;

600

TOO «Kaz Project Operating» - Ka3zaxCTaHCKaa KOMMNaHWA, NpefocTasasoLan
BbICOKOKBaIM(PULMPOBAHHLIX CMELNasncToB B 061aCTN MHXXNHUPUHIA U
CTpouTeNbCTBa AJ15 Pa3/IMYHbIX He)TerasoBbiX MPOEKTOB B KaszaxcTaHe u opyrux
CTpaHax.

Mbl 3aBO€BaNn AoBepue B3biCKaTesbHbIX HEPTEra3zoBbIX KOMNaHUN Ka3axcTaHa, a
TaK)Xe UX OCHOBHbIX MoAapsaa4Ynkos 6narogaps Hawen cneunanusaumm B obnactu
npeaocTaB/ieHNs KBaIMPULMPOBAHHbIX YesI0BEeYeCKMX pecypcoB A
OCYLLeCTBJIEHNS MPOEKTHO-KOHCTPYKTOPCKNX paboT, CTPOUTENIbHOIO KOHTPOS,
KOHTPONA KavyecTBa M UHCNEeKLUU, BBoOAa 06bEKTOB B IKCIJlyaTauuto, a Takxe Ans
aKcnayaTauum n obcnyxmaHus o6bEKTOB.

Halm 0CHOBHble NPOEKTbl HaxoaAaTcs B Ka3zaxcTaHe, HO Mbl paclumpseM CBOo
[eATeNIbHOCTb Ha MeXAYHapO4HOM pbIHKe, B YaCTHOCTU B Poccum n Asunu.

ManuBana UpdaH Moxammep Papykx
AkMona obnbIckl / 3epeHai ayaaHbl

Mobenbl koweci 62 501a



