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AreHT No KOHTpPOJIIO gocTyna
Access Control Officer

OxpaHa, 6e3zonacHocTb, nonuuua / OxpaHa, 6e3onacHoOCTb,
nonvuusa

Mpeanpuatne: ToBapnLEeCTBO C OrPaHNYEHHOW OTBETCTBEHHOCTbIO
"Kaz Project Operating”

OnnaTta Tpyga: ot 150 000 go 190 000 TeHre

BaxToBbIn MeToA, MOCTOSAHHaA paboTa, HoOpMaJibHble YCI0BUS Tpyda

UHdopmMmaumnsa o BakaHCUMU

PernoH ATblipayckas obnactb / r. ATeipay



JosmKHOCTHbIe 063aHHOCTK

KonnyecTBo BakaHCUM
TpeboBaHMuA K couckaTesnio

CTaxx no cneymanbHOCTU
MpodeccnoHasibHble HaBbIKKN

Requirements:

Must have the following educational qualifications:

0 Preferred an official administration qualification - degree or
diploma level.

0 Alternatively, another qualification or tailored organizational
programs/courses.

0 Preferred filing and/or document management system
qualifications or suitable experience.

0 Preferred to have experience of at least one year with badging
process and/or business administration, business processes and
systems, communication and basic resourcing.

Required Competences:

The following competencies are required for this post:

0 Interpersonal skills - speech, nonverbal and literacy (able to
communicate and write clearly in English).

0 Be innovative, effective time management, be self-motivated, work
independently and be flexible to adapt to changing situations.

0 Problem solving and analysis.

[] Preferred knowledge and skill in professional business and report
writing.

0 Planning and organizing.

0 Knowledge and quality orientation.

(] Persuasiveness.

[] Decisiveness and action orientation.

Language Skills:

0 Russian/Kazakh native, excellent fluency in English.
Responsibilities:

0 To implement/maintain the access control function in accordance
with SD Access Control procedures and a signed Work Instruction.

00 To ensure an efficient (of high quality) badging service.

0 Control the badging function with clear and accurate input through
dynamic interface with Departments such as HR, Transport, HSSE
and Asset /Risk Owners, regarding new appointments (where
applicable), the application for a badge (permanent and temporary),
categorization and initial survey, photo ID, access area and levels
approval, provision of badge and stationery, testing, and briefing.

0 Badge registration, declarations and administration - digital and
hardcopies (filing, registers, records and reports).

0 Activation and deactivation of badges according to procedures.

0 To obtain written approval for all exceptions to the rule

0 ID and badge information capturing and archiving.

[ Data analysis, interpretation and weekly reporting.

0 Support the Supervisor in constantly reviewing and developing the
badging procedures and work instructions.

[ Support Reception access control function with skills and
knowledge when required.

[ Responsible for the Phonebook Registration (photos) returns and
data to ICT.

[ Responsible for satisfactory performance according to operational
objectives and KPIs

[ Responsible to plan, request, coordinate, receive, record, control
and safeguard badging equipment, material, supplies and stationery.
[0 Responsible to maintain a professional and friendly image and
maintain a high level of conduct and professionalism with customers.
[0 Responsible to arrange Security Induction for Company expatriates.
0 Responsible for revision and approval of Security PTW requests at
all offices.

Conditions:

Eskene West, 14/14.

Pe3toMe BbICbIIaTb Ha NoYTy: maxim.s@kpop.kz

1

1ron

nomoLb Npu NnepesioMax (NnepBas NOMOLLb);
CKopasi MegmumMHCKas NoMoOLLLb U TPaHCMOPTUPOBKa NaLlMEHTOB;



YpoBeHb obpa3oBaHus
3HaHne A3bIKOB

JInyHbIE KayecTBa

NHdopmaumna o npepnpuaTum

KonunyecTtBo paboTHUKOB
CeefieHus o NpeanpuaTum

KOHTaKTHOe nnuo
PernoH npeanpusaTtuns
ALpec npeanpuaTns

BbiCLLee

Ka3zaxckui - NnpoaABUHYTbIA YPOBEHb
Pycckunn - BbICOKUI YPOBEHb
AHIJINACKUIA - MPOABUHYThHIN YPOBEHb

6a30Bble 3HaHNSA NUHTEPHETA;
3HaHME TEKCTOBbIX MPOLLECCOPOB;

600

TOO «Kaz Project Operating» - kazaxcTaHCKas KOMMNaHW4,
npenocTaBnsaiowas BbICOKOKBaNNPULUMPOBaHHbLIX CNeLmnasncTtos B
061aCcTn MHXXUHUPUHIa N CTPOUTENbCTBA A1 Pa3/IMYHbIX
HedTerasoBbIX NMPOEKTOB B KasaxcTaHe n Apyrux cTpaHax.

Mbl 3aBoeBasin foBepue B3biCKaTesIbHbIX HeTera3oBblX KOMMNaHUM
KazaxcTaHa, a Tak)Xe NX OCHOBHbIX MOAPALAYNKOB Bnarofgapsa Hawen
cneuymanusauum B 06nacTm npenocTaBieHna KBaanpuumpoBaHHbIX
YyesloBeYECKNX PecypcoB A8 OCYLLEeCTB/IeHNS NPOEeKTHO-
KOHCTPYKTOPCKUX paboT, CTPOMTENbHOINO KOHTPOJISA, KOHTPOAA
KayecTBa N MHCNEKLMIA, BBOAA 06BHEKTOB B 3KCMJlyaTaLMio, a Takxe
08 3KcnayaTaumm n obcnyxmBaHmsa o6bLEKTOB.

Halm oCHOBHbIE MPOEeKTbl HaxoAaTca B KazaxcTaHe, HO Mbl
pacwmpseM CBOK AeATeNIbHOCTb Ha MeXXAYHapo4HOM pPblHKE, B
YyacTHoCcTu B Poccmm n Asunn.

Manueana NpdaH Moxammep Papykx
AKMoIMHCKas 06nacTb / 3epeHaNHCKNIA PalioH
Mobenbl koweci 62 501a



