BakaHcuns pencteutesnbHa ¢ 10.12.2019 no 10.01.2020

enBeK

CneumasnncT No KOHTpakKTaMm
Contracts Holder Support Advisor

IOpucnpyneHuusa / 3aknoyeHue 00roeopos

Mpeanpuatue: ToBapuLLLECTBO C OrpaHNYEHHON OTBETCTBEHHOCTHIO
"Kaz Project Operating"

OnnaTta Tpyaa: ot 300 000 po 350 000 TeHre

MonHbI pabo4nin feHb, NOCTOAHHasA paboTa, HOpMasbHbIE YCI0BUSA

TpyAa
UHdopmMmaumnsa o BakaHCUMU

PernoH ATblipayckas obnactb / r. ATeipay



OonxHoCTHble 065a3aHHOCTM Job Accountabilities:

KonnyecTBo BakaHCUIA
TpeboBaHuA K couckaTesnio

CTaX no crneumanbHOCTH
MpodeccnoHaNbHble HAaBbIKN

YpoBeHb 0bpa3oBaHus
3HaHMe A3bIKOB
JInyHble KavyecTBa

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

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

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

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.

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

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

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

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.

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.

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

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

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;

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

Qualification & Experience Requirements: Level ll:

- 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.

Atyrau 5/2 cv send maxutov.k@kpop.kz

1

3 rona

KOHCY/IbTaLNs IOpUCTa;
notpebutenbLckoe Npaso;

BOEHHOeE MNpaBso;

EBponenickoe npaBo;

BbiCLLEE

AHIIMNCKNIA - BBICOKUIA YPOBEHDb
6a30Bble 3HaHNA NHTEPHETA;
NCNOJIb30BaHNE 3JIEKTPOHHOM MOYThI;



NHdopmauma o npepnpuaTum

Konunyectso paboTHUKOB
CeefeHuns o NpeanpuaTum

KOHTaKTHoe nuuo
PernoH npeanpusaTtuns
ALpec npeanpuaTns

600

TOO «Kaz Project Operating» - kazaxcTaHCKas KOMMNaHW4,
npenocTaBnsaiowas BbICOKOKBaNNPULUMPOBaHHbLIX CNeLmnasncTos B
061aCcTn MHXXWHUPUHIa N CTPOUTENBLCTBA A1 Pa3/INYHbIX
HedTerasoBbIX MPOEKTOB B KasaxcTaHe 1 Apyrux cTpaHax.

Mbl 3aBoeBasin foBepue B3blCKaTesIbHbIX HeTera3oBblX KOMMNaHUM
KaszaxcTaHa, a Tak)Xe NX OCHOBHbIX MOAPAAYNKOB Bnarogaps Hawen
cneunanmsaumm B 061acTn npefocTaBieHns KBaINPULNPOBaHHbIX
YyesloBeYECKNX PecypcoB A1 OCYLLEeCTB/IeHNS NPOeKTHOo-
KOHCTPYKTOPCKMX paboT, CTPOUTESIbHONO KOHTPOIS, KOHTPOS
KavecTBa M UHCMeKLUW, BBOAa 06bEKTOB B 3KCMlyaTaumio, a Takxe
ONa 3KCnayaTauum n obcnyxmpaHua o6beKToB.

Halum oCHOBHbIe MPoeKTbl HaxoaATCcA B Ka3axcTaHe, HO Mbl
pacwmpseM CBOK AeATesNIbHOCTb Ha MeXXAYHapo4HOM pPblHKE, B
YyacTHOCTK B Poccuu u A3un.

Manueana NpdaH Moxammep Papykx
AKMoOIMHCKas 06nacTb / 3epeHONHCKNIA PalioH
Mob6enbl koweci 62 501a



