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enBeK

ApMuHucTpaTop oduca
Department Administrator

O6cny>xuBaloLWwmuii nepcoHan, cekpetapuart, AXO / YnpaBneHue
ocducom

Mpeanpuatne: ToBapnLEeCTBO C OrPaHNYEHHOW OTBETCTBEHHOCTbIO
"Kaz Project Operating”
OnnaTta Tpyga: ot 150 000 go 170 000 TeHre
MonHbIn paboyunii AeHb, NOCTOSAHHaA paboTa, HOpMaJsibHble YCNOBUS
TpyAa

NHcdopmauus o BakaHCUMU

PernoH ATbipayckas obnactb / r. ATbipay



JosmKHOCTHbIe 063aHHOCTK

KonnyecTBo BakaHCUIA
TpeboBaHMuA K couckaresio

CTaXx no crneumanbHOCTH
MpodeccnoHaNbHble HAaBbIKN

YpoBeHb 0bpa3oBaHus
3HaHne A3bIKOB
JInyHble KavyecTBa

NHdopmaumus o npeanpuaTum

KonnyecTBo paboTHNKOB

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.qg. 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 BbICbIIaTb Ha NOYTY: maxim.s@kpop.kz
2

2ropa

peryanpoBaHune rpaduka paboThl;
COCTaBJIeHME NOLWJIMH U peecTpoB OTNYCKa;

nocnecpegHee

Ka3axckui - npoaBUHYTbIN YPOBEHb
Pycckunn - BbICOKUI YPOBEHb
AHMIMACKWIA - NPOABUHYTHIN YPOBEHb
6a30Bble 3HaHNA NHTEPHETA;
NCNOJIb30BaHNE 3JIEKTPOHHOM MOYThI;

600


mailto:maxim.s@kpop.kz

CeepeHus o npeanpusatnn TOO «Kaz Project Operating» - KazaxcTaHCKas KOMNaHus,
npenocTaBasioWwas BbICOKOKBaNNPULMPOBaHHLIX CNeLmnaancTos B
061aCTN VHXXWHUPUHIa N CTPOUTENbCTBA A1 Pa3NYHbIX
He(bTerasosBbiX NPOEKTOB B KasaxcTaHe 1 Apyrux cTpaHax.

Mkl 3aBO€Ba/iN AOBEpPUE B3biCKAaTEJIbHbIX HETEra3oBblIX KOMMAHUMN
Ka3zaxcTaHa, a Tak)Xe NX OCHOBHbIX Noapsaa4YnkoB 6narogapsa Hallen
cneymanmsauum B 06nacTn npenocTaB/ieHNs KBaMPULIMPOBAHHbIX
YeslIoBEYECKNX pecypCcoB 11 OCYLLEeCTB/EHNS NPOEKTHO-
KOHCTPYKTOPCKUX paboT, CTPOMTENbHOINO KOHTPOJIS,, KOHTPOA
KayecTBa N MHCNEKLUMN, BBOAA 06BHEKTOB B 3KCMJlyaTaLMio, a Takxe
ONs akcnayaTaumm n obcnyxmaHmsa o6 LeKTOB.

Halwun oCHOBHbIE MPOEKTbl HaxoaAaTca B KazaxcTaHe, HO Mbl
paclimpsaeM CBOK AeATeNIbHOCTb Ha MeXXAYHapo4AHOM pblHKE, B
YyacTHOCTM B Poccuum u Asun.

KoHTakTHoe nuuo [Nannsana NUpaH Moxammen Papykx
PervnoH npeanpnatna AKMosmMHCKas 06nacTb / 3epeHONHCKNIA PaoH
Appec npeanpuatusa Mobenbl koweci 62 501a



