enBeK

Boc )XXyMbIC OpPbIH
Typanbl aknapaTtrap

Anmak,

Boc >XyMbICc opHbl 11.11.2019 6acTtan 11.12.2019 geniH >xapaMabl

OKiMLUi
Department Administrator

Ton-MmeHepn >XMeHT / BacKapyuibl
KacinopblH: ToBapuLLECTBO C OrpaHNYeHHON oTBeTCTBEeHHOCTbIO "Kaz Project
Operating"

EHbekakbl: 100 000 6acTan 200 000 TeHrere gewniH
TonbIK XYMbIC KYHi, TYPaKTbl XXYMbIC, eHOeK Xaf Aalbl KanbINThbl

ATbipay ob6sibiChl / ATbIpay K.

Nayasbimablk MiHOeTi Job Accountabilities:

Boc »KyMbIC OpbIHAAP
CaHbl

XKyMmbIcC i3peyulire
TananTtap

MamaHablk, 6oMblHLLIA
eTini

Kacibu pafabinap
binim penreni

Management of the POD team administration activities including but not
restricted to: booking appointments; the scheduling of meetings, confirmation of
attendance, facilities, date and time and ensuring agendas’ are issued.

Ensure confidentiality of communications and company information as well as
respect the privacy of sensitive personnel data.

Recording and distribution of minutes of meetings as required.

Document management including filing, updating, tracking, formatting and
distribution to appropriate recipients.

Management of POD LT team leave schedule, (in conjunction with the
Production Operation Director), providing effective administrative support in filling
timesheets, travel requests and expenses within SAP

Administration of invoices and expenses.

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

Onboard new joiners to the POD team. Arrange necessary visitor passes, IT
access, inductions etc.

Organize logistical support for management team, including car movements,
helicopter booking requests for offshore travel as necessary.

Inform POD team members of any expired or soon-to-expire mandatory
training courses.

Arrange Training courses and routine medicals for POD team.

Act as focal point for collection and distribution of all training certificates.

Providing general assistance to the POD Leadership Team with the
preparation of all documentation such as updating Job Descriptions, Personal
Movements and Personal Requisitions Forms.

Work closely with other Department Administrators to ensure adequate
coverage of support during Peak leave periods.

Ensure and maintain effective relations with NCOC Service Departments (ICT,
Travel, C&P, Finance, Office Services, Project Services, HRO and Internal
Communications.

Actively participate in leading the process to set up and provide
administrative support for the whole department; Coordinate this support with the
individual department leads

Research, compile and prepare periodic reports, manuals, correspondence
and other information required by management.

Maintain and update departmental web site.
Qualification & Experience Requirements:

Experience in a similar role within an international corporate environment.

Minimum of a High School graduate or equivalent degree.

At least two years of administrative, secretarial or equivalent experience.
CV send adilzhan.o@kpop.kz
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2 XKbln

bun3Hec mekTebi;
XKOFapbl
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XXKeke KacueTi

KacinopbiH Typansl
akKnapaTtrtap

Kbl3aMeTKepsiep caHbl

KacinopblH Typasbl
aknapat

BanaHbiCTaFbl TyJIFa

KaCinopbIHHbIH,
anMafhbl

KaCinopbIHHbIH,
MeKeH->Xalbl

WHTepHEeTTIH Heri3ri 6inimi;
3NIEKTPOHAbIK MOLWTaHbl NanganaHy;

600

TOO «Kaz Project Operating» - Ka3axcTaHCKas KOMNaHUs, NpefoCcTaBaAsAoWas
BbICOKOKBa/IN(PULMPOBAHHBIX CNELNanMCcTOB B 061aCTU MHXUHUPUHIA 1
CTpouUTeNnbCTBa A5 Pa3/INyHbIX HedpTera3osbliX NMPOEKTOB B Ka3axcTaHe n opyrux
CTpaHax.

Mkl 3aBO€Ba/IN JOBEPUE B3bICKATEJIbHbLIX He(pTEera3oBbix KOMNaHUM KaszaxcTaHa, a
TaK>XXe UX OCHOBHbIX NoApaa4YnkoB 6narofapsa Halwen cneumanmsaumm B obnactum
npenocTaBieHns KBaanuLNPOBaHHbIX Yen0Be4YeCKNX pecypcos AN
OCYLLEeCTBJIEHNSA MPOEKTHO-KOHCTPYKTOPCKNX paboT, CTPOUTESNIbHOIO KOHTPOS,
KOHTPO/IA Ka4yecTBa U MHCNEeKUNI, BBOAa 06 BEKTOB B 3KCMJlyaTaluio, @ TakxXe A4
3KCnyaTaumm n obcnyxmpaHnsa o6bLeKTOB.

Halun oCcHOBHbIe MPOEeKTbl HaxXoAATCA B Ka3saxcTaHe, HO Mbl paclunpsieM CBOIO
[eATesIbHOCTb Ha MeXAYHapoOoHOM pPbIHKe, B YaCTHOCTU B Poccun n Asnu.

ManuBana NpdaH Moxammen dapykx
AkMona obnbickl / 3epeHai ayaaHsbl

Mobensbl keweci 62 501a



