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Job Description

DANA:

Functional Job Title:

Social Engagement Officer

Department: Operation / Social Performance

Reports to: Field Social Performance Field Manager
Region: Kurdistan, Iraq

Location: Kormor and Chemchemal

Document Ref

SEO/CSR/Dec/2018

Position Overview:

stakeholders.

these programs.

Reporting to the Field Social Performance Manager, the Community Liaison Officer will build a
harmonious and mutually beneficial relationship between Crescent Petroleum and the stakeholders
(Community) in the area of operation by acting as the key interface between the Company and local

The Monitor is responsible to act as the interface between Company and Community in identifying
local area community requirements, receiving and distributing two-way communication on Community
grievances issues and providing field support in executing approved initiatives for community
development within the scope of the approved Corporate Social Responsibility program of the
Company. Interface between communities and CSR Manager to ensure effective communication,
responsible for identifying execution strategy/resources to carry out such approved programs in most
economical manner while providing maximum coverage and benefit to the communities. The position
will interface with local area authorities on day to day basis to seek necessary support for execution of

Responsibilities, Duties, and Accountabilities:

relationships;

the ground.

e Undertake key processes aimed at generating and sustaining the social license to enable
smooth implementation of operations;

e Support Crescent in the communities and public events with a view to enhancing Crescent
understanding of community dynamics and community needs;

e Develop and maintain close networks with local, district and county leadership;

e Liaise with relevant local, district and county authorities to ensure good stakeholder

e Develop and sustain an effective two-way communication network between the Company and
Advisory committees;

e Provide business insight and advise the Company about community activities that may impact
Crescent’s operations;

e Gather information on social impact of Crescent operations on immediate communities and
consult internally and with community leadership on mitigation measures;

e Submit daily activity reports to line manager or his designate.

e Monitor interaction between sub/Contractors, locally employed persons and local
communities and report any impropriety or Concern to the Company

e Carry out sensitization campaigns to educate the local communities on Crescent’s activities on

DANA

Responsibilities, Duties, and Accountabilities:

local areas.

pipeline.

e Providing inputs by identifying development opportunities in the different sectors for
community development annual planning.
e Research and provide recommendations on Community Development opportunities in the

« Conduct a cost/benefit analysis to support proposed projects and services

« Identify and secure required necessary clearances for execution of the agreed upon projects

«  Work closely with Field Social Performance Manager to prepare appropriate budgets for
community development activities and programs in order to ensure necessary resources will
be allocated for execution

o Submit required reports concerning milestone progress of the implemented projects

e Improved communication and public relations

e Set up network of relationships with all local communities across the areas of operations and

o Perform other related duties as required by supervisor

Required Knowledge, Skills and Attributes:

Education College Graduate; or potential experience in similar job
Experience 2-3years Relevant past experience in similar job preferably in similar industry
Language Native Kurdish and fluent in reading, writing and speaking English & Arabic

as well

Certificates/Licenses

Any certificate putting value to the position

Unique
requirements of the
job

Degree level education/equivalent similar work experience

Experience in rural areas for CSR.
Good computer skills
Good English, Kurdish and Arabic

Good organizational, Self-confident and problem-solving skills.

11 December 2018:

OR

SEO/CSR/Dec/2018)

1- Erbil, Gulan Park Tower, Floor 5.
2- Sulaymaniyah, German Village, Villa # 22

Please submit your application or CV to our office addresses as below no later than

Email to us at: jobs_cpdg@crescent.ae (Kindly mention in the Subject of your E-mail
the Job title and Job reference which is: Social Engagement Officer, Ref:
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Job Details
Position Title Workover Supply Chain Technical Assistant
Direct Supervisor Drilling Supply Chain Supervisor.
Department Drilling Supply Chain
Job Location Sulaimany- Kurdistan (14/14 days ON/OFF rotation)

Document Ref: WSCTA/SC/Dec/18

Job Summary and Scope of Responsibilities

MAIJOR FUNCTIONS

Ensures Procurement functional compliance for all internal and external requirements, Procurement of
Workover materials, issues, track consumptions records, be able to execute functional compliance
requirements. Reports to the Drilling Supply Chain Supervisor.

Primary Duties and Responsibilities

ESSENCIAL FUNCTIONS

1. Ensures all Operating Safety environment and security procedures are followed as per the company’s HSE
rules and regulations in order to maintain highest standards of Procurement operations achieved.

. Maintains procurement documentation and approved Supplier list.

. Gathers all required documentation to add, change or obsolete suppliers to the Approved Supplier List
and distribute.

4. Reviews vendor list including prequalification of new vendors.

5. Works closely with Vendors to ensure the key process are running efficiently and cost effective.

6. Adheres to the company’s policies with particular regards to Accounting procedures.

7. Reviews Bidders recommendation and bid comparisons.

8

9

w N

. Works closely with suppliers to ensure that key processes are running efficiently and cost-effectively.
. Builds strong working relationships both internally and with key suppliers.
10. Reviews material requisition status reports.
11. Prepares Purchase orders for goods and services.
12. Identifies new suppliers/vendors and update database accordingly.
13. Contacts vendors or agency representatives to obtain availability and product information to solicit bids.
14. Develops RFQ and confer with Vendors.
15. Coordinates spare parts procurement.
16. Updates Tracking Sheet and send reports to end users.
17. Carries out Budget Tracking for MR’s with Accounts and prepare monthly report.
18. Updates MR’s using E-buyer assists system and adhere to minimum queries.
19. Tracking of all procurement invoices and checking all documentation prior processing of invoices.
20. Follow up with Account Dept for processing of invoices.
21. Maintain records of tools, equipment consumed in the work over operation and verify Inventory stocks.
Reporting and Communication
22. Reports to the Drilling Supply Chain Supervisor on all issues relating to Logistics and Procurement.
23. Exhibits and maintains professional relationships with vendors and suppliers.
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24. Exhibits and maintains excellent working relationships with all CreDan’s staff. 5 AL sl Lol golun (i 0 S oo il Sl aesia
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DANA:
Continuous Improvement of Position
25. Attends periodic meetings, seminars and trainings to keep abreast of Supply Chain trends and market D A—‘la

developments.
26. Regular interaction with Work over team to be aware of workover objectives, materials & resource
requirement & develop an appropriate work plan.

Working and Other Reporting Relationships

Frequent/daily
Frequent
Frequent/daily.

Drilling Supply Chain Supervisor — Crescent Petroleum— Dana Gas
Head of Business Services — Crescent Petroleum— Dana Gas
Work over team — Crescent Petroleum— Dana Gas

Supervisory Responsibility

Have to guide roustabouts in ware house on proper handling & storage of Completion tools.

Minimum Educational, Technical Qualifications/Certifications Required

Bachelor’s Degree in engineering; preferably in Petroleum or Mechanical discipline.

Minimum Professional Experience Required

Minimum 03 years of professional experience in Procurement,
Knowledge of Completion tools & accessories.

Special Requirements and Conditions

Will have to transit between Suli Drilling Office and KM Plant (work over office) based on operational
requirements.

Competencies/Knowledge, Skills and Abilities

Core Competencies Behavioral Competencies Functional Competencies

o Excellent organizational and
planning skills

¢ Excellent communication skills

¢ Commitment to continuous
learning

¢ Knowledge sharing

¢ Time management

o Ability to meet deadlines

e Ability to work under stress

eTact and good judgment in dealing
with sensitive issues

e Team player

¢ Well-rounded interpersonal skills

e Ability to demonstrate honesty and
confidentiality

e Proactive approach

o Flexibility

e Alertness and attention to details

o Knowledge of Work over
operations and tools function &
requirement

o Knowledge of Computerized
Inventory and Tracking Systems

o Knowledge of HSE aspects and
requirements as applied to
industrial projects

o Excellent knowledge of MS
Office Suite

OR

Please submit your application or CV to our office addresses as below
no later than 14 December 2018:

1- Erbil, Gulan Park Tower, Floor 5™.
2- Sulaymaniyah, German Village, Villa # 22

Email to us at: jobs_cpdg@crescent.ae (Kindly mention in the
Subject of your E-mail the Job title and Job reference which is:
(Workover Supply Chain Technical Assistant), Ref: WSCTA/SC/Dec/18.
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