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STRATEGIC OBJECTIVE OF UNIT/DIVISION
1.	Provide farmers with a comprehensive and efficient extension service that fully utilises ICT technology to be the intelligence delivery unit which supports, modernises and increases agricultural production and productivity;
2.	Promote the diversification of agriculture, and improved post harvest handling, agro-processing and livestock production to increase the value of agriculture to the national economy;
3.	Supply farmers, processors and marketers with real time market intelligence, to enhance incomes by reducing surpluses or shortages;
4.	Maintain an up to date farmer registration database, giving full details of type of cropping patterns, type of livestock production, location and size of holdings;
5.	Discourage farming practices which lead to environmental degradation, particularly in critical watersheds where deforestation and soil erosion will quickly degrade the natural resource base;
6.	Ensure that plant and animal, health and safety standards are maintained, thereby ensuring national and international confidence in Jamaican agricultural products;
7.	Encourage farming communities through group activities to improve family health and nutrition, reinforce social cohesion and supplement household income through the development and marketing of new agro processed products;
8.	Implement national policy initiatives for food security, rural and national economic development; whilst fostering linkages with international donors, NGO’s and CBO’s and other relevant agencies;
       9.	Implement appropriate disaster mitigation measures, ensuring a high level of preparedness within farming communities, carrying out damage surveys and developing appropriate strategies to restore productivity;
      10.    Attract more young people into agriculture by establishing and strengthening linkages with school feeding programmes and the 4-H movement;
      11.	Develop a human resource capability which will ensure officers have a clear career development path and are regularly trained and updated in the latest technologies;
      12.	Maintain a high level of corporate governance and transparency by ensuring that all financial management, accounting, procurement, monitoring and evaluation systems satisfy the legal and managerial requirements of an effective, performance based, executive agency.
JOB PURPOSE:
Under the general direction of the Director - Project Management & Coordination, the Administrative Project Coordinator (GMG/AM 3) is responsible for providing Administrative services to facilitate the efficient and effective operation of the Project Unit.

KEY OUTPUTS:
· Project schedules and timelines
· Work plans and task trackers
· Meeting calendars and coordination plans
· Resource allocation updates
· Project status reports

KEY RESPONSIBILITIY AREAS:
· Coordinate & manage project activities, schedules, resources, equipment and information effectively with approved tools & equipment. 
· Break projects into doable actions and set timeframes
· Liaise with Project Team and Contractors and other project stakeholders to identify and define requirements, scope and objectives, follow up as needed.
· Follow-up with project tasks assigned to internal teams and assist with schedule management
· Conduct research activities to assist with preparation of project budgets, also acquisition of tools, equipment, materials and other necessary items for projects
· Act as liaison between the project unit and procurement department; assist with, follow-up and follow through on all initiated project procurement matters to ensure completion on time and in full
· Monitor project progress and handle any issues that arise (with due consultations with supervisors and/or project leads)
· Ensure all stakeholders are informed of project developments, timelines, and overall status.
· Assist with preparation and communication of project monitoring and evaluation schedules to all stakeholders
· Create and maintain comprehensive project documentation, records, plans, reports, work-done contracts, TORs etc.
· Ensure standards and requirements are met through conducting quality assurance tests
· Monitor and ensure that projects comply with all the necessary organiza- tional, Occupational Health and Safety, regulatory, and industry standards and requirements
· Serve as liaison between Project Management team and other internal and external project stakeholders
· Triage and respond to requests for information and assistance on projects
· Schedule and attend project meetings and prepare meeting notes, action sheets and follow-ups
· Read and understand  project documents and contracts, prepare introductory PPT presentations
· Maintains routine/confidential records and files as per ISO9001 standards
· Compile routine correspondences and conduct short surveys
· Assist with basic procurement research activities (e.g. resource sourcing)


PERFORMANCE STANDARDS:
· Assist with ensuring that the project stakeholders needs are met as projects evolve
· Use appropriate tools and techniques to monitor project plans, outputs and expenditures
· Maintain general office organization (records management, filing, ordering and stocking of office supplies, ensuring conference rooms are client and meeting ready)
· Format and type a variety of correspondences, including creating work plans and tracking projects from initiation through to completion
· Undertake project planning, conduct researches, prepare progress reports, status meetings, report drafting (including basic statistics, graphs, charts).
· Manage the department’s correspondences and pool email account. Ensure timely checking, distribution, tracking of responses and follow-up communications with internal and external project stakeholders.
· Format and assemble reports including summarizing research findings from multiple documents/appendices, spell-checking, create Adobe Acrobat PDF files etc.
· Maintains appointments, schedules and department vacation planner
· Answers/places telephone calls and schedule meetings as required including conference calls/Zoom sessions. 
· Facilitate the planning and execution of project conferences, seminars, and field missions in line with assigned directives.




CORE COMPETENCIES:
· Knowledge of Government’s procedures
· Team building capacity
· Excellent  interpersonal skills and customer relations
· Excellent  communication skills
· Good time management skills



MINIMUM REQUIRED EDUCATION AND EXPERIENCE:
· Associate degree in Business Administration or Business-related field
· Project Management Certification is a definite asset
· 4-5 Years’ Experience working on projects or in a project management environment
· Strong computer skills, specifically with MS Office Suite (MS Word, MS Excel, MS PPT, MS Projects) Adobe and the internet.
