enBeK

Boc )XyMbIC OpPbIH
Typanbl aknapaTrap

AMak

Boc >XyMbIc opHbl 18.11.2019 6acTan 18.12.2019 geniH >xapaMabl

KeniciMmwapTtrap >KOHiHgeri MamMmaH
Contracts Holder Support Advisor

KykbikTaHy / Kenicim wapt xacay
K3cinopblH: ToBapuMLLECTBO C OrpaHUYeHHOW OTBETCTBEHHOCTLIO "Kaz Project
Operating"

EH6ekakbl: 300 000 6acTan 500 000 TeHrere genin
TOsbIK XKYMbIC KYHi, TYpaKTbl XXyMbIC, eHbeK xafganbl KanbinTbl

ATbipay 0b6sibiChl / ATbIpay K.

NayasbiMablk MiHOeTI Job Accountabilities:

Boc KyMbIC opbIHAap
CaHbl
XKyMmbIcC i3peyulire
TananTtap

[0 Assist Contract Holder in identification of future Contracts requirements, raise
Long Term Procurement Outlook (LTPO) creation request

[0 Assist Contract Holder in preparation of Contract strategy, together with CP and in
support of Contract Holder participate at Contract Strategy workshop, support
Contract Holder in representing Contract Strategy at respective Contracts Board

0 Raise Contract Requisition Forms and monitor Requisition approval process, assist
Contract Holder in drafting Contracts Board Submissions in a timely and complete
manner and help to represent them at respective Contracts Board

0 Assist in compilation of appropriate documentation package for either Contract
Amendments or New Tender processes, including scope of work, company
estimates, bid lists, instructions to tenderers , technical evaluation criteria etc.

0 Raise Vendor Pre-qualification requests and submit of Vendor feedback reports

00 Review and verify Contractor’s invoices on their compliance with contract
requirements

0 In support of Contract Holder Prepare monthly Value of Work Done (VOWD)
numbers to enable accurate assessment of accruals

0 Assist Contract Holder in administering changes and variation orders, and
reviewing claims in collaboration with CP function

[ Assist Contract Holder in ensuring Contractor compliance with Contract Terms &
Conditions, Scope of Work / Services by monitoring key deliverables, milestones,
KPI's and Project Schedule.

0 Perform post award contract administration activities including and not limited to
supporting Contract Holder in liaising with contractors to specify requirement, issue
requests for services, evaluate quotes provided, analyse of balance of value to
complete work, keeping routine/Add Hoc correspondence, minute meetings, etc.

0 Liaise with Contracts and Procurement, Legal, Finance, Tax and Cost Engineering
and Project Engineers to support a smooth and effective contract implementation,
administration and management process

00 Be accountable for running of the reports: Local content Report, Contractors’
performance Feedback reports, etc.

0 Provide all the necessary support documentation to certify the actual quantity of
services and/or goods received by Company to SPU team enabling them to create
Service Entry/Goods receipt transactions in SAP BLP;

0 Assist CP with performing Contract ‘Close Out’, document Lessons Learned

Level Il

0 Under supervision, performs work that is varied and that may be somewhat
difficult in character, but usually involves limited responsibilities.

[0 Some evaluation, originality or ingenuity is required.

Qualification & Experience Requirements:

Level II:

- Bachelor degree in business administration or finance related field

- 3 years of experience in Contract Support or other relevant fields

- Experience in administration of contracts or other C&P/Finance activities

- Knowledge of Contracts and Procurement Procedures.
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Cv send maxim.s@kpop.kz
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MamaHablk 6oMblHLLIA
oTini
Kacibn pafgbinap

binim geHreni
MeHrepreH Tingepi
eke KacueTi

KacinopblH Typansl
aknapaTtTap

KblameTKepsiep caHbl

KacinopbiH Typasbl
aknapat

BannaHbicTafbl Tynfa

KacinopbIHHbIH
anmafol

KacinopbIHHbIH
MeKeH->Xalbl

3 XKbln

KYKbIKTbIK KEHEC;
TYTbIHYLWbI KYKbIfbl;

»xofapbl
AfblAWwbIH - )Xofapbl AeHren

WHTepHEeTTIH Heri3ri 6inimi;
3NIEKTPOHAbIK MOLWTaHbl NanganaHy;

600

TOO «Kaz Project Operating» - Ka3axcTaHCKas KOMNaHUs, NpefoCcTaBaAsAoWas
BbICOKOKBa/IMPULMPOBAHHBLIX CNEeLNanncToB B 061aCTU MHXUHUPUHIA 1
CTpoUTENbCTBA AJ15 Pa3/IMYHbIX HE(ITEra3oBbiX MPOEKTOB B Ka3zaxcTaHe u gpyrux
CTpaHax.

Mkl 3aBO€Ba/IN JOBEpPUE B3bICKaATEJIbHbIX He(hTera3oBbix KOMNaHUM KaszaxcTaHa, a
TaK>XXe UX OCHOBHbIX NoApaa4YnkoB 6narofapsa Hawen cneumnanmsaumm B obnactum
npenocTaBsieHNs KBaMPULIMPOBAHHbIX YeJI0BEYEeCKMX PeCcypcoB A
OCYLLECTBJIEHNS MPOEKTHO-KOHCTPYKTOPCKMX paboT, CTPOMTENIbHOrO KOHTPOS,
KOHTPO/I Ka4YeCTBa M UHCMNEKLUN, BBOAA 0O6bEKTOB B 3KCrJlyaTauuto, a Takxe ans
akcnayaTaumm n obcnyxmeaHmsa o6bLEKTOB.

Halm 0CHOBHble NPOEKTLlI HaxoaAaTcs B Ka3zaxCcTaHe, HO Mbl pacLUMPSEM CBOIO
0eATeNbHOCTb Ha MEXAYHAPOAHOM pPbIHKE, B HaCTHOCTW B Poccum n Asun.

ManuBana NpdaH Moxammen dapykx
AkMona obnbickl / 3epeHai ayaaHsbl

Mobenbl koweci 62 501a



