Akzharkyn Gubaidullina
	Experience Synopsis:

	


12 years of experience in International Companies in Administrational Department. [image: image1.jpg]



	Personal Information:

	
	

	Full Name:
	Akzharkyn Gubaidullina Dauletovna                           .

	Gender:
	Female.

	Birth Date:
	September 30 1975.

	Place of birth:   
	Uralsk, Kazakhstan.

	Nationality:
	Kazakh.

	Address:
	Astana

	Cellular Tel:

	+7 702 363 77 72


	Personal E-Mail:
	agubaidullina79@mail.ru           

	Marital Status:
	Single.


	Educational Qualifications:

	
	

	1992 - 1996:
	Pedogogical Colledge named Zhakhansha Dosmukhamedova 

	
	Faculty of  languages
Specialty: Russian – Kazakh 

	1998 - 2003:
	West Kazakhstan Pedagogical University

	
	Faculty of philology  

	
	Specialty: The Teacher of Russian - Kazakh Languages 


	Technical Courses:

	
	

	January1997

	Operator

	Current Job Details:

	

	PSNK/NCOC

Place of Work:                                Onshore/Karabatan
Start Date:                                      2018 April 05 
Position:                                          Project  Administrator
Project:                                           NCOC/Construction

 Key Responsibility:    Preparation of Person  reports for the Client; Develop,

Revise, Tracking Time Schedule of the personal, Prepare reports, Coordinating and monitoring Personnel travelling and movements (local personnel); Registration of outgoing and incoming documentation, preparation of timesheets. Daily site documents coordinating, control and filling (time-cards of Sub-Contractor’s employees, work activity reports, manpower report & etc. Administrative duties performance (providing full administrative support to HR Inspector. Participating in negotiations & meetings. Was involved into different types of work activities of Civil and Piping Engineers & Supervisors and Permit Coordinator with the purpose of learning the Plant technological process.                    

	

	Current Job Details:

	  PSNK/NCOC
Place of Work:                               Offshore/D Island
Start Date:                                     2015 April 24 – 2017 December 06
Position:                                         Offshore Site Administrator
Project:                                          NCOC/Construction
Key Responsibility:       
Preparation of Person On Board reports for the Client; Develop,

Revise, Tracking Time Schedule of the personal, Prepare reports, Prepare leave requests for Helicopter; Coordinating and monitoring Personnel travelling and movements (local personnel); Registration of outgoing and incoming documentation, preparation of timesheets. Daily site documents coordinating, control and filling (time-cards of Sub-Contractor’s employees, work activity reports, manpower report & etc. Administrative duties performance (providing full administrative support to HR Inspector. 



	Current Job Details:

	TCO TOO Bolashak Atyrau

Place of Work:                               TCO Tengiz
Start Date:                                     2014 June18 – 2015 April 4
Position:                                         Senior Administrator
Project:                                          Customs Audit

Key Responsibility:       Implementation of the management and the area of work of team concerning granting administrative employees and workers.

Acceptance to all inquiries and demands of administrative character. 

 Work on development of the prime administrative contracts as well as other duties on instructions of the Manager.




	Current Job Details:

	CONSOLIDATED CONTRACTING, ENGINEERING & PROCUREMENT. S.A.L. OFFSHORE

Place of Work:                               CCEP
Start Date:                                     2014 June 11
Position:                                         Senior  Administrator & Logistic Coordinator
Project:                                          KPJV 3GP

Key Responsibility:       Preparation of Person  reports for the Client; Develop,

Revise, Tracking Time Schedule of the personal, Prepare reports, Coordinating and monitoring Personnel travelling and movements (local personnel); Registration of outgoing and incoming documentation, preparation of timesheets. Daily site documents coordinating, control and filling (time-cards of Sub-Contractor’s employees, work activity reports, manpower report & etc. Administrative duties performance (providing full administrative support to HR Inspector. Participating in negotiations & meetings. Was involved into different types of work activities of Civil and Piping Engineers & Supervisors and Permit Coordinator with the purpose of learning the Plant technological process and work system based on safe and incident free operations.                 


	

	  KENTZ KAZAKHSTAN    Kentz Engineers & Constructors
Place of Work:                               Kentz Engineers & Constructors
Start Date:                                     February 2013 – February 2014
Position:                                         Senior site Administrator
Project:                                          IB MOA,Tengizchevroil                       

Key Responsibility:       Preparation of Person  reports for the Client; Develop,

Revise, Tracking Time Schedule of the personal, Prepare reports, Coordinating and monitoring Personnel travelling and movements (local personnel); Registration of outgoing and incoming documentation, preparation of timesheets. Daily site documents coordinating, control and filling (time-cards of Sub-Contractor’s employees, work activity reports, manpower report & etc. Administrative duties performance (providing full administrative support to HR Inspector. Participating in negotiations & meetings. Was involved into different types of work activities of Civil and Piping Engineers & Supervisors and Permit Coordinator with the purpose of learning the Plant technological process and work system based on safe and incident free operations.                 
Place of Work:  

Agricultural and Economic Ministry 

Start Date:

2012 – 2013 

Position:

HR  Assistant
Key Responsibility:

Employment in a work on the line manager of the Department and to arrange a meeting with customers and answer calls.

CONSOLIDATED CONTRACTING, ENGINEERING & PROCUREMENT. S.A.L. OFFSHORE

	
	

	Place of Work:
	CCC, Offshore

	Start Date:
	Oct., 2010 – May, 2012

	Position:
	Senior Administrator 

	Project:
	Kashagan, HUC UP Project

	Key Responsibility:
	Preparation of Person On Board reports for the Client; Develop,

	Revise, Tracking Time Schedule of the personal, Prepare reports, Prepare leave requests for Helicopter; Coordinating and monitoring Personnel travelling and movements (local personnel); Registration of outgoing and incoming documentation, preparation of timesheets. Daily site documents coordinating, control and filling (time-cards of Sub-Contractor’s employees, work activity reports, manpower report & etc. Administrative duties performance (providing full administrative support to HR Inspector. Participating in negotiations & meetings. Was involved into different types of work activities of Civil and Piping Engineers & Supervisors and Permit Coordinator with the purpose of learning the Plant technological process and work system based on safe and incident free operations.

	Developing Tools:
	Microsoft Office Excel 2007


	Work Experience: 



	Senimdi Kurulys SK 


	

	Place of work:
	Atyrau, Tengiz, Kazakhstan 

	Start Date:
	Aug. 2005 – 2010

	Position:
	Senior Administrator & Logistic Coordinator

	Project:
	OM, SGI, SGP & TCO Facility  

	Key Responsibility:
	Daily site documents coordinating, control and filling (time-cards of Sub-

	Contractor’s employees, work activity reports, manpower report & etc. Assisting to Supervisor in coordinating work activities between Sub-Contractors. Supporting Civil Supervisor in the preparation of various documentations like reporting field construction activities to the Client. Calculation of  work’s  volume performed and  man-hours expended  for making Invoices; Working with Steel Structure, Scaffolding & Piping matrix (recording received and  erected materials; Daily updating the matrix; Preparation  Weekly and Monthly Progress analysis ( in cooperation with QA/QC and Planning departments).


	Place of Work:  
	Agricultural and Economic Ministry 

	Start Date:
	2002 - 2005

	Position:
	Office Assistant

	
	

	Place of Work:  
	Secondary school named Dina Nurpeyisova  

	Start Date:
	1992 - 2002

	Position:
	The Teacher of Kazakh and Russian Languages

	
	

	Computer & Language Literacy:

	

	Microsoft Office (All Versions) MS WINDOWS, WORD, EXCEL, OUTLOOK 2007

	Internet Explorer 

	Language:
	Kazakh      Russian
	English     Turkish 

	Reading:
	Excellent        
	Excellent          Good

	Writing:   
	Excellent         
	Excellent          Good

	Speaking:
	Excellent         
	Excellent          Good


	Reference:

	Papers are available upon request.

	Contacts of previous work managers available upon their authorization.
Eng. Pat O’Connor – Project Manager e-mail:PatO’Connor@KentzKazakhstan.com

	Eng. Ramzi Barghout – Project Manager Mob: +7 701 705 88 88 e mail:RBarghout@kz.ccc.gr  

	Eng. Peter Johns – HR Manager, OM Project, TCO, Tengiz,

	Eng. Emre Ozturk – HR Manager, SK, SGP Project, Tengiz

	4.Education & Training: 

	
	

	Course Name:
	Basic Offshore Safety Induction & Emergency Training (BOSIET)& OPITO

	Client:
	AGIP Kco

	
	

	Course Name:
	Work Risk Assessment Procedure & Toolbox Talk Risk Identifiaction Card  WRAP/TRIC

	Client:
	AGIP Kco

	
	

	Course Name:
	Permit To Work (PTW)

	Client:
	AGIP Kco

	
	

	
	PFD Badges & Courses with Certificate
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