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BHP Billiton is all about smart technology, innovation and great talent. If you want a challenging career and a chance to explore resource opportunities as well as your ambitions, we’re the company for you. Think Ahead. Think BHP Billiton.

The Diamonds and Specialty Products Customer Sector Group (CSG) includes our diamond and titanium minerals businesses, as well as our potash projects.  Our principal operations are located in Canada, South Africa, Mozambique and Angola.

Contracts Administrator
Saskatoon, Saskatchewan, Canada
An outstanding opportunity exists for a motivated, self starter, and team-player to become part of our potash group based in Saskatoon, Saskatchewan, Canada.  Reporting to the Project Superintendent Contracts & Procurement, you will be responsible for the contract and procurement administration of the Canadian potash projects.  You will need to ensure effective contract administration services and procurement administration are provided for the potash projects consistent with the BHP Billiton guiding principles, quality standards and policies.

Key responsibilities include:

· Procurement administration 

· Contracts administration on contracts, services agreements and purchase orders

· Draft  vendor agreements

· Administration of Capital Approval Requests (CAR)

· Monthly accruals and payment certification

· Preparation of commitment and expenditure reconciliation against contracts

· Preparation and control of scope changes
Essential requirements:

· Proven project experience, developing the ability to work in a project setting under tight time frames
· Bachelor degree in  Commerce or Business
· Exposure and knowledge of project administration controls systems in contracts management and reporting
· Broad mining industry knowledge would be considered an asset
· Proficiency in other Microsoft Office applications and very proficient in MS Excel
· Knowledge of SAP and other external system would be an asset

Applicants who can demonstrate excellent communication and interpersonal skills to liaise with project teams and external consultants, will have an opportunity for success in this role.

How to Apply: Please send your resume and cover-letter to bola.badejoko@bhpbilliton.com Quoting reference number PD043 
BHP Billiton has an overriding commitment to safety and environmental responsibility. 
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