“Commercial Contract Manager”

Muhammad 

Current Employer:





Dubai- UAE


       
                                         
 
Professional Summary:
I am an experienced CICCM certified Contract Administrator with accumulated 12 years of Contract Management’s experience in Oil & Gas construction and maintenance projects for both Onshore and Offshore sector. During my career progression, I have gained the valuable experience whilst delivering multi-discipline services, diversified projects, and challenging work locations. Following are some of my career’s highlights: 
· Successfully handled FIDIC as well as bespoke contracts. 
· Participate and provide necessary inputs in the negotiation meetings with Procurement division contracts team and the bidders as an integral part of the job responsibilities.

· Good numerical and analytical experience in conjunction with command in interpersonal communication, effective negotiation and presentational skills.

· Take part in pre-qualification of potential bidders and selection of bidders for tendering of selected contracts.

· Defines and implements key indicators to monitor contractor performance on quarterly basis.

· Perform administrative responsibilities including attending pre-bid conferences, hosting selection interviews, and selecting cost-effective contractors to complete projects.

· Analyze the contract terms and identify areas of possible risks and opportunities related to the application of contractual clauses.

· Submit change orders and negotiate Claims and variations with Client, Contractor, and Sub-contractor.

· Ensuring that all aspects of the contract during the execution phase are addressed with the objective of contribution to maximize project revenues.
· Communicate with Contractor, Consultant, Sub-Contractors, Suppliers, Project Management Team, Finance, Legal Advisors and Project Control Services for contractual matters.

· Manage contractors and issue documentations for contract performance evaluation upon project closure.

· Evaluate work execution and ensure proper invoicing to client & related follow ups.

· Administration of the sub-contractors and purchase orders including checking and process of payments, re-measurement, variations and application of penalties Liquidated Damages (L/Ds)

· Compliance with HSE Standards and Company procedures.

Summary of Experience:
Period



Name of Company



Designation
February 2015 till date







Contract Administrator

April 2013 – January 2015
Saipem Eni (IRAQ)



Contract Administrator

June 2007 – April 2013

National Petroleum Construction Co. (UAE)
Quantity Surveyor
July 2003 – May 2007 

Zaka Sons Pvt. Ltd. (Pakistan)


Asst. Quantity Surveyor


Employment Details:
1) 
February 2015 – till date

Designation: Contract Administrator

Responsibilities and Duties

· Coordinate development of competitively bid contracts including planning, facilitation and execution to support the objectives of the organization represented.

· Negotiate complex project or service contracts developing strategy, ploys and the tactics required to protect and support Company's reputation for fair business practices and ethics.

· Update as the team leader in conjunction with Contracting Services personnel, the contractor data base for major contractors.

· Review and administrator contracts and contract changes, accurate preparation of monthly contract reviews. 

· Recommend contract procedures and standard contracts for inclusion in the Contracting Manual.
· Lead negotiations with clients of contracts in terms of monthly valuations, variations, terms and conditions.

· Compilation, management and negotiations of contractual claims both upstream and midstream and able to undertake claims avoidance measures.

· Direct and supervise the activities of assigned personnel in the section. Includes determining priorities, allocating work assignments etc.

· Establish adequate measures to monitoring contacts available funds and make necessary actions to ensure funds available throughout contract duration.

· To aid in the ongoing continuous improvement of commercial management systems and procedures which ensure contract requirements are met and the company’s position is protected in all ongoing trading activities.

· Mentoring of sub-ordinate staff & positive personal.

· Comply with Company procedures; and HSE Standard.

Summary of Project(s): 

Projects detail:







Projects Description:

Scope of Contract: Bespoke (designed by Saudi Aramco)
1) Master Gas System (MGS-1) Booster     Gas Compression Stations 3& 5 (OOK)
Type of Contract: EPC—Lump sum Contract

Value of Project:  US$ 1.3 Billion
2) Master Gas System (MGS-1) Booster     Gas Compression Stations 3& 5 (OOK)
2) SAIPEM ENI, IRAQ 

April 2013 – January 2015
Designation: Contract Administrator

Responsibilities and Duties
· Assisting in the pre-qualification of potential bidders and selection of bidders for tendering of selected contracts.

· Provides valuable input for major Tenders and prepare clarifications, identifies potential risk items.

· Transfer originals of contractual documents to proper function(s), in accordance with the applicable procedures. Ensure that contractual information used by the project team is accurate and up-to-date.
· Analyze Project Contractual performance, implementation, and implications; identify contractual concerns; and provide recommended corrective actions.

· Liaise with project team, participate in meetings, examine drafts, revise and file all correspondence having a contractual relevance which exchanged during project execution with clients, partners, subcontractors and authorities.
· Manage the change order process from identification to resolution of change: prepare, interfacing with involved functions, and negotiate any claims raised to Client, joint-venture partners and subcontractors.
· Ensure in liaison with the other functions that the required insurance coverage is timely put in place and the required insurance certificates are obtained from vendors and subcontractors.
· In coordination with the Project Manager, attempt amicable resolution of disputes with client, partners and subcontractors.

· Providing support to the Litigation function in case of legal proceedings or arbitration.
· Comply with Company procedures; and HSE Standard.
Summary of Project(s):
Projects detail:







Projects Description:

Scope of Contract: Bespoke (designed by Fluor)
1) EXXONMOBIL - Zubair Gathering System (C)
Type of Contract: EPC—Lump sum Contract
2) EXXONMOBIL – MOD Intake and facilities (EPC)

C—Unit Price Contract
3) EXXONMOBIL – Inside Battery Limits (ISBL) Water Injection Facilities (EPC)
Accumulated Projects Amount: US$ 400 Million
4) EXXONMOBIL – Outside Battery Limits (OSBL) Water Pipeline and Injection System (EPC)
3) National Petroleum Construction Co., UAE 

June 2007 – April 2013
Designation: Quantity Surveyor

Responsibilities and Duties:
· Review & negotiate Terms and Conditions of Contract for the Proposal before award.

· Provides valuable input for major Tenders and prepare clarifications, identifies potential risk items.

· Review bids received from suppliers and subcontractor; Ensure that requirement are clearly stated and risks and liabilities are pertinently identified.

· Preparation of Variation to Contracts / Change order Management.

· Attend periodic meetings (Internal and external) with Client, Sub Contractors, and Vendors.

· Communicate with Client, sub-contractors, suppliers, Project Management Team, Finance, legal advisor, and Project Control System regarding all contractual matters.

· Prepare contractual and commercial deliverables; and obtain the same from back to back subcontractors/suppliers. This includes: -

· Contract procedures (Invoicing, variation)
· Issuance of Bonds and certificates (Bank guarantees, letter of credit, insurance, waivers)

Summary of Project(s)
Projects detail:







Projects Description:
Scope of Contract: Customized FIDIC based Contracts


1) ONGC – WO – 16 Cluster WHP (EPC)









2) ONGC- B-22- FD Project (EPC) 

Type of Contract: Lump Sum Contracts




3) ONGC - RS 12 - WP Project (EPC)   







4) ONGC- B-Series and N-15 & N-16- 06
Accumulated Amount of Projects:  3.5+ Million



5) Marine Fleet Expansion Projects
4) ZAKA Sons (UPVC & CPVC Pipe Manufacturer). (Pakistan)
July 2003 – May 2007 

Designation: Asst. Quantity Surveyor
Responsibilities and Duties:
· Assist Sr. Quantity Surveyor in invoice and variation preparation to the Client.

· Follow up of timely payments from Clients and initiate request for bank guarantees / insurances as directed by QS / Sr.QS.

· Check subcontractor’s and suppliers invoices; monitor submission of their Bank guarantees and insurances; check their expenditure and Assist in their cost variation preparation; Maintain/update all related registers.

· Assist in the preparation of back charges and calculation of delay penalties for Subcontractors and Suppliers.
EDUCATION DETAILS:
Qualifications:
· Certified Commercial Contracts Manager (CICCM)

International Procurement and Supply Chain Management Institute (IPSCMI)

· Masters of Business Administration (MBA - Finance) 

Sarhad University of Science & Information Technology, Pakistan.

Software Skills:
· Microsoft Office ( Word,  Excel,  PowerPoint)

· Microsoft Office Project 2007

Professional Skills: 

· Strong expertise in Claim Management, Change Management, Contract Management, Contract Administration, and Negotiation.

· Ability to prepare quantity based payment valuations with good report presentation skills.

· Good personal computing skills in MS Office applications

· Good Inter-personal and communications skills 

· Good correspondence skills in writing letters and emails.

Personal Information
Date of Birth       :   28th June 1982
Marital Status
  :   Single

Nationality
  :   Pakistani

Languages
  :   English, Urdu, Hindi
Driving License  :   Valid UAE License
Availability
  :   4 weeks
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