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CURRICULUM  VITAE

Personal Details:

Name:




Lika Natbeladze

Nationality:



Georgian

Address:



21  M. Javakhishvili Str., Tbilisi

Tel: (Mobile)



(995) 599 172997

       (Home)



(995 32) 2 987 314

Email:




lika_natbeladze@yahoo.com

Work  Experience 
 August 2015 to January 2020
British Petroleum (BP) Georgia






South Caucasus Pipeline Expansion (SCPX) Project 
Contracts Specialist  
Execute assigned procurement sourcing activities including development of bid packages, supporting bid proposal  (RFP) evaluation, providing analysis of results, and compiling recommendations to award to secure relevant internal and external approvals.
Manage pre and post-award contract administration of contracts for main equipment vendor services, commissioning support services and other as required.

Administer bid exercise including strategy approval, bid preparation, evaluation and preparation of contract for award.

Manage contractual correspondence, agreement, drafting and processing of claims, amendments / variations, verification / approval of invoices, securing internal approvals, maintenance / update of contract files/documents.
Manage co-ordination and agreement of final accounts and contract close-outs.
Support PSCM line manager to ensure that all required contract reporting systems are established and maintained in accordance with project requirements, and that accurate reports are provided to project management.
Procure materials and services such as office supplies and stationery, kitchen supplies, printing and other equipment maintenance services, translation and transportation services for both Tbilisi and site offices. 
Liaise with Project Services personnel to ensure coordinated approach and consistency between cost reporting and contractual requirements.

Liaise with project PSCM and cost personnel, BP Legal, Tax, Customs, and Insurance.
Mobilization of the main equipment vendors’ personnel as required during different phases of the project 

Undertake due diligence in mitigating all external supply risk from contractor selection through to contract execution and management.
August 2006 - July 2015:

                  
British Petroleum (BP) Georgia






Azerbaijan-Georgia-Turkey (AGT) Pipelines Project 
Project Services Coordinator – Cat C Projects 
Support Project engineers and managers; prepare call-off orders/purchase orders (PO) and single source justification summary.
Manage financial tracking process, monitoring and maintaining records & updating monthly reports to track and forecast all project expenses.
Review /follow up, reconcile and process agency and other contractors’ expenses and invoices to ensure payment is in accordance with contract terms and conditions. 
Monitor tracking and measurement to budget and schedule.
Provide input on procedural issues and contractual matters relating to contracts and interpret contract documents as required.
Coordinate deliveries of ordered materials with the local freight forwarder company and keep inventory registers.
Manage drivers` schedules, maintain mileage log books and fuel consumption.

Coordinate movement of heavy equipment and other logistical support.
January 2005 – July 2006  
British Petroleum (BP) Georgia


Azerbaijan-Georgia-Turkey (AGT) Pipelines Project 

Contracts Administration Assistant

Ensure Variation Order files contain all required back up documents and are auditable;
Prepare and maintain DCN/VOR/VO registers; update compilation of certificates with corresponding invoices;
Attend and record minutes of meeting for Pipeline and Facilities Contracts meetings and internal project management meetings;
September 2001 – January 2005

British Petroleum (BP) Georgia

Azerbaijan-Georgia-Turkey (AGT) Pipelines Project 

DCC Officer, Document Control Centre (DCC)

Administer the EDMS (Electronic Document Management System).
Provide project members with the latest information available by sending notification of technical documentation received. 
Control project document movement by generating external transmittals for outgoing information both for home office and third parties.
Hold regular meetings and training sessions with system users to ensure that user requirements are satisfied.  
August 1999 –September 2001

ITS (Intertek Testing Services International Foreign Trade Standards) 

Operator of Customs Service Department

Foreign Trade Standards Pre-Shipment Inspection Services Performed by Intertek Testing Services on behalf of the State Customs Department of Georgia;
Responsible for representing Company to client, customer service, authorizing and reviewing document processing, in case of discrepancies requesting clarification from importer or exporter; liaising with ITS overseas issuing offices;
Deal with queries from members of staff and offices abroad.
May 1997 - September 1999
Kvaerner Process 

Baku – Supsa Western Route Oil Pipeline 

Assistant to Office Manager 

Provide administrative and secretarial assistance including hotel and travel accommodation, flight bookings, arranging visas, passports;


Responsible for Petty Cash and timesheets control;
Process mail and correspondence;
Translate various documents and correspondence.

June 1995- May 1997


State Chancellery of Georgia

State Committee of the Black Sea Basin Problem 

Administrator/Translator


Provide administrative services;


Process all incoming/outgoing correspondence;


Fix appointments and organize meetings;


Perform any other duties when required.

Education
May 2009 – March 2010 



Georgia Free University / ESI International



 

George Washington University Master’s Certification Program in Project Management.  


1987-1992
Tbilisi Ivane Javakhishvili State University
Faculty of Cybernetic and Applied Mathematics 
Profile

Strong follow-up and priority-setting skills to handle multiple tasks; 
Strong organization and communication skills;
Able to work calmly under pressure and remain flexible;
Personable, friendly, loyal team player;
Skilled in MS Office, SAP
Languages
Georgian (native), Russian & English (fluent)
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