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Saipem, has a vacancy for Subcontract Administrator. 

 
OBJECTIVE: 
 

• During the commercial phase, identify areas of possible risks and negotiate the more 
appropriate terms and conditions to mitigate them and maximize opportunities and 
company’s profitability. 

• During the contract execution phase, analyze and manage the contract terms, exploring 
contractual solutions and alternatives in order to minimize risks and optimize opportunities 

 
 

RESPONSIBILITIES AND DUTIES: 
 

• Manage and coordinate contract management executed with major subcontractors 
ensuring that all aspects of the contract during the negotiation and execution phase are 
correctly addressed 

• Manage the staff involved in contract management activities, develop relevant professional 
competences and expertise and identify proper staffing sizing. 

• Supervise application of Saipem guidelines/standards relevant to contract management. 

• Provide necessary reports regarding contract management matters to the 
corporate/company/project management teams. 

• Ensure collection and sharing of lessons learned, feed-backs and returns of experience on 
issues/criticalities encountered during contract management activities 

• Ensure, for the area of remit, the application of the industrial risk management 
methodology 

• Review regulatory requirements 

• Review, update and complete partner agreements according to contract/project 
development 

• Coordinate contractual documentation filing 

• Ensure contribution to the Legal Dept. for the management of possible litigations 
 

 

EXPERIENCE AND SKILLS: 

• Minimum 2 to 4 years’ experience in a corporate/contract management/law environment 
within structured corporate organization with exposure to verbal and written negotiation; 
ease at dealing with compliance/governance matters and related activities. 

• Knowledge of Guyanese laws, particularly with respect to the Local Content Act of 2021. 

• Familiar with the contractual and commercial terms mostly used in the Oil & Gas 
international industry. 

• Project management experience 



 

Saipem Classification - General Use 

 

EDUCATION: 

 

• Bachelor’s Degree in Law or Business Management 

• CAPM/PMP Certificate preferred but not essential. 
 

Please send your resume with the subject "Subcontract Administrator” to 

s a i p e m g y c a r e e r s @ s a i p e m . c o m 
 

Please note, the closing date for applications is December 15th, 2022. 
 

Qualified candidates will be contacted. 
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