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enBeK

OdumumanbHbIA NepeBoOaYnK
Translations Advisor

O6pa3soBaHue, HayKa / JINHrBUCTUKA

Mpeanpuatue: ToBapuLLLECTBO C OrpaHNYEHHON OTBETCTBEHHOCTHIO
"Kaz Project Operating"
OnnaTta Tpyga: ot 300 000 po 380 000 TeHre
MonHbin pabounin geHb, NOCTossHHaA paboTa, HoOpMaJibHble YC0BUS
TpyAa

UHdopmMmaumnsa o BakaHCUMU

PernoH ATblipayckas obnactb / r. ATeipay

LomKHOCTHbIe 06s13aHHOCTU Requirements:
[0 High professional education in Linguistic Discipline;
0 At least 3-5 years of relevant experience, preferably in the oil
industry;
0 Good knowledge of translation planning and monitoring processes,
systems and tools;
0 Understanding the basics of costs and contracts management;
[] Good knowledge of Translations Processes and Procedures in the
Company.
Required Competences:
0 Ability to analyze carefully translation requests for outsourcing and
plan properly the work scope by taking into account to the greatest
possible extent costs efficiency, availability of resources, capability to
meet deadlines, etc.;
0 Ability to work with minimum supervision and make a proper
decisions (decision making skills) on the principle of cost efficiency,
importance and urgency of translation, etc.;
[] Carefulness and attentiveness to details;
0 Good time management skills;
0 Interpersonal and influencing skills and ability to liaise effectively
with a wide range of stakeholders within the Company and with
external parties (Translation contractors);
0 Ability to work in stressful situations and handle urgent requests;
0 Ability to drive continuous improvement;
0 Understanding and full support of Company’s HSE culture;
0 Good command of English and Russian;
0 Personal qualities of diplomacy, integrity and confidentiality;
0 Ability to work within a multicultural environment;
0 Sound computer skills and ability to use all standard MS-Office
software.
Responsibilities:
0 Analyse translation requests received for outsourcing and make a
decision regarding which contractor to outsource the translation to
on the basis of contract rates (the most efficient cost solution given
four translation contractors), available resources and ability to
complete the translation as per the set up deadlines;
[0 Monitor the work load in contracting companies to ensure it does
not exceed the allocated budget;
0 Issue a call off to identified contractor specifying all required details
and special instructions if any;
] Establish realistic deadlines for translation completion, identify
applicability of a rush rate, confirm the deadlines for translation
completion with contractors and immediately inform Team Leads if
the deadlines cannot be met for any reasons;
(] Give advice and recommendations to translation contractors
regarding templates, TM use, etc. Provide updated TMs to
contractors on a regular basis;
0 Maintain a job log for outsourced translation with indication of
scope, requesters, language pairs, agreed deadlines and applicable
rush rates if any;
0 Monitor the progress of outsourced translation with special focus on
urgent and critical documents and notify duly Team Leads in case of
any potential delay;



KonnyecTBo BakaHCUIA
TpeboBaHua K couckarTesnio

CTaXk no crneumanbHOCTH
MpodeccnoHaNbHble HAaBbIKN

YpoBeHb obpa3oBaHus
3HaHNne s3bIKOB

JInyHble KavyecTBa

NHdopmaumsa o npepnpuaTum

KonunyecTto paboTHUKOB
CeefeHuns o NpeanpuaTum

KOHTaKTHoe nuuo
PervioH npegnpuatus
ALpec npeanpuaTus

0 Act as a focal point for handling terminology clarification requests
and required clarifications on formatting and special requirements of
the requesters;

0 Register received translations and immediately notify Team Leads
and Quality Assurance Team Lead about it to allow further proper
planning of a proofreading process;

0 Prepare daily job logs for Team Leads for relevant planning of daily
scope for QA Team;

0 Prepare monthly progress reports on translation scope and KPIs
achieved in the relevant month;

[ Establish and maintain good working relations with translation
contractors and participate in regular progress meetings with
contractors and raise any issues to improve contractors’
performance.

Conditions:

Atyrau, 5/2.

Pe3tome BbICbiNaTb Ha noyTy: darhan.s@kpop.kz

1

3 rona

KOMMbIOTEPHbLIN NMEPEBOL;
TEXHNYECKNIN NepeBOL;

nepenncka Ha MHOCTPaHHbIX A3blKax;

BblCLLEee

Ka3zaxckui - npoaBUHYTbIN YPOBEHb
PycCcKkunn - BbICOKUI YPOBEHb
AHIIMACKUN - BLICOKUI YPOBEHb

6a30Bble 3HaHNSA NHTEPHETa;
NCMOJIb30BaHNE 3JIEKTPOHHOM MOYThI;

600

TOO «Kaz Project Operating» - kKazaxcTaHcKasi KOMMaHWs,
npenocTaBnsaiowas BbICOKOKBaNNMPULUMPOBaHHbLIX CNeLmnasncTtos B
061aCTN MHXUHUPUHIA U CTPOUTENLCTBA AN Pa3/INYHbIX
HedTerasoBbIX MPOEKTOB B KasaxcTaHe n Apyrux cTpaHax.

Mbl 3aBoeBasin foBepue B3blCKaTesIbHbIX HeTEera3oBblX KOMMNaHUM
Ka3zaxcTaHa, a Tak)Xe NX OCHOBHbIX MOAPAAYNKOB Bnarofgaps Hawen
cneunanmsaumm B 061acTn npefocTaBleHNs KBaINPULNPOBAHHbIX
YyesloBeYECKNX PecypcoB A1 OCYLLEeCTB/IeHNS NPOeKTHOo-
KOHCTPYKTOPCKMX paboT, CTPOMTE/IbHOFO KOHTPOIS, KOHTPOAS
KayecTBa N MHCNEKLMI, BBOAAa 06BHEKTOB B 3KCMJlyaTaLmMio, a Takxe
ONa 3KCnayaTaunm n obcnyxmpaHua o6beKToB.

Halwun oCHOBHbIE MPOeKTbl HaxoaaTca B KazaxcTaHe, HO Mbl
paclimpsemM CBOK AeATesNIbHOCTb Ha MeXXAYHapo4HOM pblHKE, B
YyacTHoCTK B Poccuu u A3unn.

Manuneana UptaH Moxammen PapyKx
AKMONMHCKasa 0b6nacTb / 3epeHANHCKNIN panfioH
Mob6epnbl koweci 62 501a



