enBeK

NHdopMmaumna o BaKaHCUHU

Pervon

BakaHcuns pencteutesbHa ¢ 28.10.2019 no 28.11.2019

CoBeTHMK 00LLeCTBEHHOW OpraH1M3auum
Contracts Holder Support Advisor

FocypapcTBeHHasa cny>x6a, HeKoOMMep4Yeckue opraHusauum /
FocypapcTBeHHasa cny>Xba

Mpeanpuatne: ToBapnLEeCTBO C OrPaHNYEHHOW OTBETCTBEHHOCTbIO
"Kaz Project Operating”

OnnaTta Tpyana: ot 350 000 go 500 000 TeHre

MonHbIn paboyunii AeHb, NOCTOSAHHaA paboTa, HOpMaJsibHble YCNOBUS

TpyAa

ATblpayckas obnacTb / r. ATbipay

LomkHocTHbIe 06a3aHHOCTM Job Accountabilities:

Assist Contract Holder in identification of future Contracts
requirements, raise Long Term Procurement Outlook (LTPO) creation
request

Assist Contract Holder in preparation of Contract strategy,
together with CP and in support of Contract Holder participate at
Contract Strategy workshop, support Contract Holder in representing
Contract Strategy at respective Contracts Board

Raise Contract Requisition Forms and monitor Requisition
approval process, assist Contract Holder in drafting Contracts Board
Submissions in a timely and complete manner and help to represent
them at respective Contracts Board

Assist in compilation of appropriate documentation package
for either Contract Amendments or New Tender processes, including
scope of work, company estimates, bid lists, instructions to tenderers
, technical evaluation criteria etc.

Raise Vendor Pre-qualification requests and submit of Vendor
feedback reports

Review and verify Contractor’s invoices on their compliance
with contract requirements

In support of Contract Holder Prepare monthly Value of Work
Done (VOWD) numbers to enable accurate assessment of accruals

Assist Contract Holder in administering changes and variation
orders, and reviewing claims in collaboration with CP function

Assist Contract Holder in ensuring Contractor compliance with
Contract Terms & Conditions, Scope of Work / Services by monitoring
key deliverables, milestones, KPI's and Project Schedule.

Perform post award contract administration activities including
and not limited to supporting Contract Holder in liaising with
contractors to specify requirement, issue requests for services,
evaluate quotes provided, analyse of balance of value to complete
work, keeping routine/Add Hoc correspondence, minute meetings,
etc.

Liaise with Contracts and Procurement, Legal, Finance, Tax and
Cost Engineering and Project Engineers to support a smooth and
effective contract implementation, administration and management
process

Be accountable for running of the reports: Local content
Report, Contractors’ performance Feedback reports, etc.

Provide all the necessary support documentation to certify the
actual quantity of services and/or goods received by Company to SPU
team enabling them to create Service Entry/Goods receipt
transactions in SAP BLP;

Assist CP with performing Contract ‘Close Out’, document
Lessons Learned
Level II:

Under supervision, performs work that is varied and that may
be somewhat difficult in character, but usually involves limited
responsibilities.

Some evaluation, originality or ingenuity is required.
Qualification & Experience Requirements: Level Il:

- Bachelor degree in business administration or finance related



KonnyecTBo BakaHCUIA
TpeboBaHMua K couckaTesnio

CTaXx no crneumanbHOCTHU
MpodeccnoHanbHble HAaBbIKN

YpoBeHb obpa3zoBaHusA
3HaHMe A3bIKOB
JInyHble KayecTBa

NHcdopmaumns o npeanpuaTum

KonnyecTBo paboTHNKOB
CeefeHunsi 0 NpeanpusTUn

KoHTaKTHoe nuuo
PervnoH npeanpuaTtus
Anpec npegnpuaTtus

field

- 3 years of experience in Contract Support or other relevant
fields

- Experience in administration of contracts or other C&P/Finance
activities

- Knowledge of Contracts and Procurement Procedures.
Required Competences:

- Complete allocated tasks, within required timeframes and
compliant with set procedures

- Works under direct guidance against established priorities and
procedures

- Good analytical and organizational skills

- Contract planning, procedures and administration
competencies to implement contract strategies in a rapidly evolving
context.

- Practical knowledge of PC applications such as Windows, MS
Office and SAP

Good written and verbal communication skills in English, Kazakh,
Russian.

Atyrau 5/2

CV Send marat.i@kpop.kz

1

3roga

aOMUHUCTPATUBHbIE 1 yYNpaBieHYeCcKne 3a4a4m B KOHTEKCTe
coumnanbHoM paboThbl;

BbiCLLEE
AHMIMACKWIA - NPOABUHYTHIN YPOBEHb

6a30Bble 3HaHUSA MHTEpPHETa,;
ncnoJsib3oeaHune 3J'IeKTpOHHOI7I MoYThl;

600

TOO «Kaz Project Operating» - KazaxcTaHCKasi KOMMaHUA,
npenocTaBasiowas BbICOKOKBaNNPULMPOBAHHLIX CNeLnaancTos B
061aCTN VHXXWHUPUHIa N CTPOUTENbCTBA OJ19 Pa3/INYHbIX
He(bTerasosbIX NPOEKTOB B KasaxcTaHe 1 Apyrux cTpaHax.

Mkl 3aBO€Ba/iN AOBEPUE B3biCKATEJIbHbIX HEPTEra3oBblIX KOMMAHUMN
Ka3zaxcTaHa, a Tak)Xe NX OCHOBHbIX MNoApsAA4YnKoB 6narofgapsa Hallen
cneymanmsauum B 06nacTn npenocTaBieHNs KBaMPULMPOBAHHbIX
YyeslIoBEYECKNX pecypCcoB A1 OCYLLEeCTB/EHNS NPOEKTHO-
KOHCTPYKTOPCKUX paboT, CTPOMTENbHOINO KOHTPOJIS,, KOHTPOA
KayecTBa N MHCNEKLUMI, BBOAA 06BHEKTOB B 3KCMJlyaTaLMio, a Takxe
Onsa sKcnayaTaumm n obcny>xmBaHmnsa o6bLEKTOB.

Halwun oCHOBHbIE MPOEKTbl HaxoaAaTca B KazaxcTaHe, HO Mbl
paclumpsieM CBOIO AeATeNbHOCTb Ha MeXAYHAapOAHOM pbIHKE, B
YyacTHoOCTM B Poccuum u A3un.

Mannesana NpdaH Moxammep Dapykx
AKMONMHCKasa 06nacTb / 3epeHANHCKNN panioH
Mobepnbl koweci 62 501a



