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Public Utilities Commission
VACANCY

POSITION:
ADMINISTRATION ASSISTANT
PRIMARY OBJECTIVE:

Responsible to the Executive Secretary for the required support to the National Energy Plan Project, Public Relations, Monitoring & Control, Tariffs & Regulations and the Telecommunications Divisions.

SUMMARY OF MAIN DUTIES:

1.
Provide office management and administration support.

2.
Provide Executive Secretarial Services.

3.
Provide financial management support.

4.
Provide license administration support.

5.
Holdover duties for Executive Secretary.

6.
Perform any other related duties that may be assigned for the smooth and efficient operation of the PUC.

QUALIFICATIONS REQUIRED:

Associate Degree in Business or equivalent tertiary education with at least four years experience. Proficiency in the use of computer programs such as Microsoft Office and QuickBooks. 

CVs/resumes should be sent to the following address and must be received by midday on Weds August 5th 2003.

The Public Utilities Commission

PO Box 300

63 Regent Street, Belize City, Belize

Tel: 227 1185; Fax: 227 1149     www.puc.bz







