enBeK

UHdopmMmaumnsa o BakaHCUMU

Pervon

BakaHcuns pencteutesbHa ¢ 28.10.2019 no 28.11.2019

CneumasiucT No KOHTpPaKTaM
Contract Holder Support Team Lead

IOpucnpyneHuusa / 3aknoyeHue 00roeopos

Mpeanpuatue: ToBapuLLLECTBO C OrpaHNYEHHON OTBETCTBEHHOCTHIO
"Kaz Project Operating"

OnnaTta Tpyga: ot 350 000 go 500 000 TeHre

MonHbI pabo4nin feHb, NOCTOAHHasA paboTa, HOpMasbHbIE YCI0BUSA
TpyAa

ATblpayckas obnactb / r. ATbipay

LDomxHoCTHbIe 06s3aHHOCTM Job Accountabilities:

Coordinate assistance to the directorate contract holders with
identification of future contract requirements, preparation of long
term procurement outlook, contract strategy in conjunction with
Contracting & Procurement experts; support with re-presentation of
the related items at Contract Boards

Lead pre-award contract holder support activities in the
directorate such as raising contract requisition forms and monitoring
its approval process; drafting submissions and re-presenting them at
Contract Boards; compilation of documentation package for new
tenders or contract amendments including but not limited to scopes
of work, company estimates, single/sole source justifications, tender
lists, instructions for tenderers, technical evaluation plans/criteria
etc.

Coordinate raising vendor pre-qualification requests as well as
submission of vendor (contractor) performance feedback

Arrange support to contract holders for the purposes of ensuring
compliance of all necessary contract activities with contract terms &
conditions by monitoring key deliverables, milestones, KPIs and
schedule, if required; arranging regular contract management
meetings; attending to contract progress meetings; participating in
business performance reviews

Supervise timely collection of full package of documentation
required to be provided by contractors under the contract terms,
including but not limited to insurance certificates and bank
guarantees, tax residence certificates in case of non- resident
contractors, reconciliation acts, local content reports, contractor
HSSE management plans etc.

Coordinate preparation of/consolidate various contract related
data including: contract progress reports, Major Contracts
performance reports, explanations on expiring contracts, withholding
tax checklists, audit requested information etc.

Act as the directorate focal point on contract related finance
issues in order to monitor expenditures, including: compiling
documentation on actual quantity of received services/goods for
creating SAP service entry/goods receipt transactions by SPU;
preparation of monthly value of work done for accruals assessment;
verification of invoices on their compliance with contract terms;
running monthly open service entry reports; preparation of cash calls
etc.

Manage support with non-routine contract management issues
such as changes to contracts (raising variation orders, initiating
amendments); monitoring issue of notices of
suspension/cancellation/termination; compliance with liquidated
damages/penalties; timely reporting of non-compliances and
addressing them to responsible units; reviewing claims; raising low
value trading house requests if there is lack of coverage of required
services/materials under the contract scope; leading contract close-
out work etc.

Work closely with Contracting & Procurement, Cost Control,
Accounts Payable, Tax, Local Content Development, HSSE etc. to
coordinate provision of relevant services and to ensure any
issues/concerns are identified and managed



KonnyecTBo BakaHCUIA
TpeboBaHMA K couckaTesnio

CTaXx no crneumanbHOCTHU
lMpodeccnoHasibHbie HaBbIKU
YpoBeHb obpa3oBaHus
3HaHue 4a3bIKoB

JInyHble KavecTBa

NHdopmaumna o npepnpuaTum

KonunyecTto paboTHUKOB
CeefeHuns o NpeanpuaTum

KOHTaKTHOoe nuuo
PervioH npegnpuatus
Anpec npegnpuaTus

Be focal point for continuous improvement of pre- and post-
award contract management process within the directorate: arrange
periodic surveys amongst contract holders and contract holder
support advisors; document and analyse raised issues and lessons
learnt; trigger discussions with CP and other SMEs, suggest /
consider/ implement efficient solutions

Ensure records are properly maintained in the appropriate
systems and reports

Coach and mentor less experienced and newly joined colleagues
in the area using a collaborative approach, monitor their
development results and keep Line Manager informed on progress,
problems and required support

Promote a culture of effective team work, high performance and
continuous improvement
Other works as assigned.

Qualification & Experience Requirements:

University degree, finance or legal are preferable

6+ years of work experience in finance or contracting and
procurement or contract holding / administration areas

Strong knowledge of contracting and procurement area
Working knowledge of SAP contract owner and holder menus is
mandatory.

CV send marat.i@kpop.kz
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KOHCY/NbTaLNs I0pUCTa;

BbiCLLEE

AHMIMACKUIA - NPOABUHYTbIN YPOBEHb

6a30Bble 3HaHNSA NHTEPHETa;
NCMOJIb30BaHNE 3JIEKTPOHHOM MOYThI;

600

TOO «Kaz Project Operating» - kKazaxcTaHcKasi KOMMaHWs,
npenocTaBnsaiowas BbICOKOKBaNNPULUMPOBaHHbLIX CNeLmnasncTtos B
061aCTN MHXUHUPUHIA U CTPOUTENLCTBA AN Pa3/INYHbIX
Hed)TerasoBbIX MPOEKTOB B KasaxcTaHe 1 Apyrux cTpaHax.

Mbl 3aBoeBasin fAoBepue B3blCKaTesIbHbIX HeTera3oBblX KOMNaHUM
KaszaxcTaHa, a Tak)Xe NX OCHOBHbIX MOAPAAYNKOB Bnarofgapsa Halen
cneunanmsaumm B 061acTn npefocTaBieHnsa KBaINULMpPoBaHHbIX
YyesloBeYECKNX PecypcoB AJ18 OCYLLEeCTB/IeHNS NPOeKTHO-
KOHCTPYKTOPCKMX paboT, CTPOMTESIbHOMO KOHTPOJIS, KOHTPOASA
KadecTBa N MHCNEKLMIA, BBOAA 06BHEKTOB B 3KCMJlyaTaLmMio, a Takxe
ONa aKCnayaTaunm n obcnyxmpaHua o6beKToB.

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

Manneana UpdaH Moxammen PapyKx
AKMoIMHCKas 06nacTb / 3epeHaNHCKNIA PalioH
Mob6enbl koweci 62 501a



