Terms of Reference

Project Manager/Administrator – Strengthening of the Public Utilities Commission Project

The Strengthening of the Public Utilities Commission project is being implemented by the Public Utilities Commission (PUC) and is funded by the Inter-American Development Bank (IDB)/Multilateral Investment Fund (MIF). The project has the overall goal of increasing the efficiency and effectiveness of the public utilities sector of Belize, specifically by helping the PUC establish the appropriate technical, regulatory and institutional frameworks to become fully operational and effective in discharging its responsibilities. Project components include Strategic Technical Assistance, the development and implementation of an Integrated Management System (IMS) with monitoring and compliance capability, and regulation improvements in Telecommunications, Electricity, Water, Consumer Affairs and Monitoring and Compliance.

A full-time Project Manager/Administrator will be employed to ensure project implementation on a day-to-day basis. General tasks include:

· Creation, implementation and management of the project’s work-plan including executing strategic activities, adjusting work-plan based on project experiences and monitoring and evaluation;

· Development of a detailed project budget;

· Manage project finances and accounting;

· Contract, supervise and ensure quality deliverables from all project consultants;

· Report regularly to the Director – Special Projects and the Chairman of the PUC;

· Close liaison with all PUC Directors;

· Close liaison with the IDB local representative.

Specific tasks include inter alia:

· Coordinate the development and/or and fine-tuning of Terms of Reference for project consultants by the PUC Directors;

· Coordinate consultant employment and logistics;

· Ensure the project is implemented according to PUC, IDB and MIF requirements, and ensure all reporting requirements are met on time.

Necessary Skills include inter alia:
· Excellent project management skills;

· Excellent organizational and administration skills;

· Proficiency in the use of Microsoft: Word, Excel, Access, Power Point

· Proficiency in accounting, bookkeeping and the use of QuickBooks;

· Capability to quickly learn, use and teach (if necessary) any additional software that may be necessary to make this project successful; 

· Ability to maintain a workable discussion on regulation, standards, and public utilities.

The applicant must be Belizean, or from a Multilateral Investment Fund country.

