enBeK

UHdopmMmaumnsa o BakaHCUMU

PernoH
MecTo paboTbl
[oXKHOCTHble 0653aHHOCTU

KonnyecTBo BakaHCUI
TpeboBaHMuA K couckaTesnio

CTaXx no crneumanbHOCTH
MpodheccnoHaNbHble HaBbIKN

YpoBeHb obpa3oBaHus
JInyHble KavyecTBa

UHcdopmauusa o npepnpuaTum

KonunyecTtBo paboTHUKOB
CeepneHnsa o npennpuaTnmn
KoHTakTHOoe nnuo

PervoH npegnpuatus
ALpec npeanpuaTns

BakaHcuns pencteutesnbHa ¢ 13.08.2019 no 13.09.2019

AenonpoussoauTtesb
Document Controller

O6cny>xuBaloLWmuii nepcoHan, cekpetapuart, AXO /
JenonponsBoacTeo

Mpeanpuatne: ToBapnLEeCTBO C OrPaHNYEHHOW OTBETCTBEHHOCTbIO
"®eHunkKc UHTepHewHn Pecopcns KacnmaH"

OnnaTta Tpyna: ot 700 000 TeHre

BaxToBbIn MeToA, MOCTOSAHHaA paboTa, HoOpMaJibHble YCI0BUS Tpyda

ATbipayckas obnacTb / XKbIJIbIONCKNI ParioH
TeHrns 28/28

* Serve as the focal point for managing Contracts Group Project
Correspondence Documentation to all based Contractors and
Suppliers

* Process both Inbound and Outbound transmittals for Contracts
Group

* Provide Level 1 document control support to site-based Contracts
personnel: i) expediting the processing of any urgent Inbound and
Outbound transmittals, as and when required; ii) providing weekend
coverage for Atyrau team.

* Ensure completeness of information from all Project Suppliers /
Contractors into Company

* Perform ongoing quality checks against Project Supplier &
Contractor documentation

* Document Management and Technical Query systems (eB,
ViewPoint, SharePoint, RIMS)

¢ Ensure completeness of metadata with Company Systems for all
Contractors / Suppliers (performing QA/QC checks)

e Responsible for ensuring the ongoing transfer of Project
documentation into eB, SharePoint in a timely manner

* Responsible for day to day Document support activities within
site

e Liaise with KPJV PDDM and Global DCC teams in support of Site
Engineering Document Management needs

 Ensure IM/DC processes and procedures are being followed

* Provide assistance to Project team members on how to use
Company Document Management Systems

* Manage ongoing maintenance of the Document Distribution
Matrix for Project Personnel

* Determine and frame opportunities for improvement in
Document Control work processes and tools

* Stand-in for Lead DC and understand Site Engineering DC
Processes

Deadline: 19/08/2019
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0(hNCHbIE KOMMYHUKaLWN;
aaMUHUCTpaunsa pannos, LOKYMEHTOB 1 3anuncen;

BbICLLUEE

3HaHNe TeKCTOBbIX MPOLLECCOPOB;
3/1EeKTPOHHbIE Tabnnupbl;

2600

Hanm n nonbop nepcoHana
lybawes Makcnum

ATblpayckasa obnacTb / r. ATbipay
KaHbiw C>TbaeB koweci 176



