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1. ROLE SUMMARY

Autoridade Nacional do Petréleo (ANP) is Timor-Leste public institution, created under Decree Law

No. 62/2023, of 6™ September, 3™ amendment of Decree-Law No. 20/2008 of 19™ June, on the

Autoridade Nacional do Petréleo, responsible of managing and regulating petroleum activities in
Timor-Leste area, both offshore and onshore and in the Greater Sunrise Special Regime in accordance
with the Decree Law on the establishment of the ANP, the Timor-Leste Petroleum Activities Law and

Maritime Boundary Treaty.

The ANP is to establish and supervise compliance with the enacted rules and regulations covering the
exploration, development, production, transportation and distribution of petroleum, natural gas
resources and mineral. It is also tasked to develop a strong petroleum and mineral management

institution in Timor-Leste.

As a public institution ANP runs several programs to provide assistance for Timorese - National in the
area of work practices through one of the programs namely Graduate Internship Program (GIP), which
is to assist Timorese graduates to introduce to them to real work practice and work life to be a
professional employees in the future and to assist their career advance once they seek for the job and

work for certain organization in the future.

2. KEY OBJECTIVE

2.1 To gain experience about the role and function of the Procurement in particularly the ANP Procurement
sourcing and system management roles;

2.2 To capacitate the development of the GIP skills, knowledge, and experience and be ready to expose to
the real workplace environment;

2.3 To better understanding systematically on the area of procurement in terms of goods and services, and
consultancy during the GIP tenure period with the ANP;

2.4 To be knowledgeable of the nature of work in oil and gas industry

2.5 To be sufficiently proficient in English language skills for oil and gas industry

3.  PRINCIPAL ACCOUNTABILITY

3.1 Maintain and ensure presence in the office within the program period,;

3.2 Expected to communicate with supervisors effectively regarding absence to the office due to sick,
personal matters, etc;

3.3 Gain knowledge in the area of Procurement Sourcing unit on how to registered the requisition form, how
to process the table of comparison for the non-tender procurement, attend the client (vendor) request, etc;

3.4 TLearn how to file and recorded the documents in hardcopies and softcopies as well as how to store in
filling system;

3.5 Gain knowledge on how to register the Procurement Online System and how to manage the system itself;
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3.6 Attain understanding on preparing the meeting including minutes, tender approval administration
including compiling the relevant tender documents;

3.7 Expand the understanding on the procurement tender process such as preparing the documents for
Preliminary and Evaluation Meeting as well as the distribution of the tender documents for panel
meeting;

3.8 Learn on how preparing the documents support for open tender box, collecting quotation as well as how
to purchase/manage any of the ANP Procurement of Goods and Services, approaching the market, face to
face meeting and the procurement best practices;

3.9 Obtain knowledge on the procurement advertisement and tender notification;

3.10 Gain knowledge on the how to arrange to draft a justification letter in the event of insufficient number of
vendors during procurement process in collecting quotation;

3.11 Gain knowledge on how to update the vendor lists in the ANP Procurement database lists;

3.11 Sharing knowledge and skills gained from the program to the field study students under the directorate

when required.

3.12 Submit a final report and deliver a presentation on all learning topics under the GIP

4. QUALIFICATIONS, SKILLS AND PERSONAL ATTRIBUTES

4.1 Essential
4.1.1 Must be Timor — Leste National

4.1.2  Tertiary Qualification Economic Management/Finance, Marketing, Administration or
Accounting

4.1.3 Minimum 2.5 GPA on all coursework carried graduate credit;

4.1.4 Ability to communicate well in English (written and verbal)

4.1.5 A high degree of self motivation, time management, use initiative and set targets;
4.1.6  Ability to demonstrate a high level of confidentiality and business ethics;

4.1.7  High degree of computer literacy

4.2 Desirable

4.2.1 Good working knowledge of:
- Lotus Notes

- Internet
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