enBeK

UHdopmMmaumnsa o BakaHCUMU

PervioH
Jo/mKHOCTHbIE 06593aHHOCTN

BakaHcuns pencteutensbHa ¢ 07.02.2020 no 07.03.2020

MoMoLwWwHUK OpUcTa
Paralegal

IOpucnpyneHuusa / lOpucnpyaeHuus

Mpeanpuatue: ToBapuLLLECTBO C OrpaHNYEHHON OTBETCTBEHHOCTHIO
"Kaz Project Operating"

OnnaTta Tpyga: ot 200 000 po 330 000 TeHre

MonHbI pabo4nin feHb, NOCTOAHHasA paboTa, HOpMasbHbIE YCI0BUSA
TpyAa

ATblpayckas obnactb / r. ATbipay

Requirements:

[0 University degree or law college degree, preferably secretarial
work experience, including handling and processing

financial documents

Required Competences:

0 aptitude to work within a multicultural and multi-stakeholder
environment

(] good analytical skills

0 good communication skills both orally and in writing

[] good spoken and written English

0 good planning and organization(accuracy and attention to details)
skills

0 backbone and diplomacy in handling sensitive matters.
Responsibilities:

00 Member of the Legal Directorate to provide support in a pro-active,
timely, cost-effective and professional manner;

00 Manage the portfolio of the Legal Directorate’s contracts and
engagement letters with outside counsel and other third

party service providers, taking care of all SAP entries and approvals
and contract board submissions, invoicing and

payments;

[0 Support the Legal Director in the preparation of the Legal
Directorate’s budget and take care of all related reporting
requirements;

0 Support the Legal Director in meeting the Legal Directorate’s
reporting requirements;

0 At the request Legal Director or a Managing Counsel seek
information, conduct legal research in law databases,

archives and other sources of legal information on a subject area,
including on legal developments;

0 Work with notaries with oversight by a member of Legal
Directorate;

0 Execute core administrative tasks for Legal Director; among other
functions, this includes: arrangement of

transportation, scanning, copying, printing and binding of documents,
preparation and proofreading of legal

documents (templates, (confidentiality agreements), claims,
complaints, etc.), dispatch/receipt/distribution of

documents upon request of Legal Director or a Managing Counsel
internally and to/from the third parties with

oversight by a member of Legal Directorate;

0 Liaise with involved Directorates to sort out any relevant
administrative problem to ensure continuous and smooth
operation of the Legal Directorate;

0 Organize internal/external meetings upon request of the Legal
Director or a Managing Counsel (including but not

limited to reservation of meeting rooms, organization of
communication equipment (tele/video),visitors’ access, taking

of meeting minutes, drafting and getting approvals of agendas,
handing out the meeting materials, booking

accommodation, catering and social events, etc.;

0 Assist with the arrangement of all aspects of business trips (in
SAP), training of RoK Legislation Department
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members; timesheets (TSs), submission of TSs to HR by instruction of
the Legal Director or a Managing Counsel in

case of absence of a member of the RoK Legislation Department;

00 Manage the Legal Director’s archive (holding the archives keys)
and filing: maintain and keep paper and digital

documents, notarized (when it is required and requested) copies of
all documentation, acquired and produced bythe

Legal Director, safe keep documents in the safe box, e-room and
other relevant available storages;

[ Create all request forms of the RoK Legislation Department
(ensuring execution of delegation of authority form in

case of the Legal Director or a Managing Counsel absence, ICT, HR
forms e.g. leave application forms, new joiner,

departure, software, expense claim reports, Legal Director
holiday/absence log update, contacts log update, etc.;

0 Take care of MD correspondence as and when required by the
Legal Director or a Managing Counsel;

0 Carry out other tasks within assigned area of responsibility and
professional qualification and support or substitute

other administrative staff of LD as instructed by the Legal Director or
a Managing Counsel.

Conditions:

Atyrau, 5/2.

Pe3toMe BbICbI1IaTb Ha NOYTY: maxim.s@kpop.kz
1

3 roga

KOHCYJ/IbTaUNs IOPUCTa;
3aKoHOOaTeNbCTBO perynanpyoLlee passutune brusHeca;
3aKoH 06 oxpaHe oKpy>KatoLen cpenbl;

nocnecpenHee

Ka3axckuin - npoaBUHYTbIN YPOBEHb
Pycckuii - BbICOKUIA YPOBEHb
AHT IMNCKNIA - BBICOKUI YPOBEHDb

6a30Bble 3HaHUSA MHTEPHETa,
ncnoJib3oBaHune 3J'IeKTpOHHOVI MoYThbl;

600

TOO «Kaz Project Operating» - kKazaxCTaHCKas KOMMNaHW4,
NnpeaocTaB/sAoWas BbICOKOKBAINDULMPOBAHHbBIX CNELMANNCTOB B
061aCTN VHXXWHUPUHIa N CTPOUTENbCTBA OJ19 Pa3/INYHbIX
Hed)TerasoBblX MPOEKTOB B Ka3zaxcTaHe u Apyrux cTpaHax.

Mkl 3aBO€Ba/IN AOBEPUE B3bICKATEJIbHbIX HEPTEra3oBbIX KOMMNAHUMN
Ka3zaxcTaHa, a Tak)Xe NX OCHOBHbIX Nogpsaa4YnkoB 6narogapsa Hallen
cneymanmsauum B 06nacTn npenocTaBiieHNs KBaMPULMPOBAHHbIX
4YeslIoBEYECKNX PeCcypCcoB A1 OCYLLECTB/EHNS NPOEKTHO-
KOHCTPYKTOPCKUX paboT, CTPOMTENbHOIO KOHTPOJIS,, KOHTPOAA
KayecTBa N MHCNEKLUMN, BBOAA 06BHEKTOB B 3KCMJlyaTaLmMio, a Takxe
Ong akcnayaTaumm n obcnyxmpaHmsa o6 LeKTOoB.

Halum oCHOBHble NPOEKThbl HaxoaAaTca B KasaxcTaHe, HO Mbl
paclunpsieM CBOIO AeATEeNbHOCTb Ha MeXAYHAapO4HOM pbIHKE, B
YacTHoCTK B Poccuun n Asun.

Manuesana NpdaH Moxammep Dapykx
AKMoNMHCKas obnacTb / 3epeHaMHCKMIA parioH
Mobepbl koweci 62 501a
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