[bookmark: _GoBack]DRILLING MATERIALS COORDINATOR

LOCATION: Vung Tau Supply Base


Qualifications & Experience:

· 5-7 years of experience in logistics and material management in Oil & Gas Industry.
· University Degree 
· Knowledgeable in regard to drilling and completion equipment, tools and services.
· Good MS Word, Excel, Power Point and Project skills
· Fluent in written and verbal English
· Must be physically fit for the work
· Good interpersonal and communications skills

Job Description:

· Coordinate, manage and document the arrival, storage and dispatch of equipment and material at the COMPANY’s supply base/yard.
· Manage the handling, including lifting of equipment and Material to promote safe and efficient handling.
· Manage the issuance of, and track, equipment and materials to support the drilling and    completion operations, both to the Rig and to Third Service Company as may be necessary.
· Ensure that all Dangerous Goods are packed and handled in accordance with appropriate IATA/IMDG regulations.
· Maintain an up to date inventory of all equipment and material, including condition and location.
· Assist the Logistics Supervisor in tracking cost of material and equipment issued/returned.
· Assist and Support Logistics Supervisor, to whom the Materials Coordinator will be responsible, to facilitate efficient handling and storage of equipment and material to and from the Rig.
· Will be required to work on an on call basis 24/7 as the operation requires.

