and Finance Permanence Unit

TERMS OF REFERENCE (TOR)

INDIVIDUAL CONSULTANT
PROJECT ASSISTANT
Proiect: Strengthening the Ecosystem to Advance Sustainable Land Management in Belize’s
Ject: Coastal Zone (SEA-SLM)
Funding Source:| Blue Bond and Finance Permanence Unit - Government Strategic Allocation (GSA)
IAnglgiil;.entlng Ministry of Natural Resources, Petroleum and Mining (MNRPM)
Post: Project Assistant
Consultancy | 1 jividual — Full-time Staff
Type:
Duty Station: Belmopan, Belize [MNRPM Headquarters]
Submission . )
Deadline: Friday, August 14, 2026 [on or before 4:00 p.m.]
I. BACKGROUND

II.

The Ministry of Natural Resources, Petroleum and Mining (MNRPM) is implementing a three-year
initiative, “Strengthening the Ecosystem to Advance Sustainable Land Management in Belize's Coastal
Zone (SEA-SLM) Project.” The project forms part of the Blue Bond Programme being coordinated by the
Blue Bond and Finance Permanence Unit (BBBFP) under the Office of the Prime Minister.

The SEA-SLM Project seeks to strengthen Belize’s coastal land management ecosystem through
coordinated policy, regulatory, geospatial, and community-focused interventions that support climate
resilience, improve development oversight, and advance national commitments under the National Land
Use Policy (2025), the Integrated Coastal Zone Management Plan, the Marine Spatial Plan, and the Blue
Bond Agreement. Key project components include the development of a regulatory framework for the
management of the 66-foot reserve and seabed, preparation of a management plan for coastal national
lands and public reserves, and the creation of a comprehensive georeferenced inventory of piers and
overwater structures in Belize’s coastal areas.

As part of the wider Blue Bond Programme, the project contributes to strengthening governance systems,
improving land-sea planning integration, enhancing environmental management, and supporting
evidence-based decision-making for sustainable development. Effective implementation requires strong
coordination, administration, reporting, stakeholder engagement, and monitoring support. The Project
Assistant will play a critical role in supporting project management, facilitating coordination among
implementing units and stakeholders, maintaining project records, and assisting with the timely delivery
of project outputs and reporting requirements.

OBJECTIVE

The Project Assistant (PA) will provide administrative, operational, and logistical support for the effective
implementation of the Strengthening the Ecosystem to Advance Sustainable Land Management in Belize's
Coastal Zone (SEA-SLM) Project. The position will support project coordination, procurement,
monitoring and reporting, stakeholder engagement, and knowledge management to ensure the timely and
efficient delivery of project outputs and outcomes.

Specifically, the Project Assistant will:
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I11.

Support the effective implementation of project activities in accordance with approved work plans,
budgets, procurement plans, and donor requirements.

Assist in project coordination among implementing units of the Ministry of Natural Resources,
Petroleum and Mining (MNRPM), government agencies, consultants, and stakeholders.

Support project monitoring, evaluation, reporting, and knowledge management systems.
Contribute to ensuring project compliance with Government of Belize, donor, and project
management requirements.

Assist in maintaining high standards of quality, accountability, efficiency, and effectiveness
throughout project implementation.

DUTIES AND RESPONSIBILITIES

The Project Assistant will be assigned to the Policy Coordination and Planning Unit (PCPU) within the
Ministry of Natural Resources, Petroleum and Mining. The duties and responsibilities of the posts are as
follows:

Project Implementation and Coordination

Provide administrative, operational, and technical support for project implementation.

Assist in coordinating project activities among the Lands and Surveys Department, Physical
Planning Section, Mining Unit and the Policy Coordination and Planning Unit, as well as other
partners and stakeholders.

Monitor implementation schedules and follow up with responsible parties to ensure timely
completion of activities and deliverables.

Assist in organizing coordination meetings, stakeholder consultations, workshops, field visits, and
public engagement activities.

Maintain regular communication with project partners, consultants, donors, and beneficiaries.
Maintain project correspondence, records, and filing systems in both electronic and hard-copy
formats.

Ensure project documentation is complete, well-organized, and readily accessible for reporting and
audit purposes.

Procurement, Financial and Administrative Support

Support the preparation and implementation of procurement plans.

Assist with the preparation of Terms of Reference, technical specifications, requests for quotations,
bid evaluation documentation, and contract management records.

Track procurement activities and maintain procurement monitoring tools and records.

Monitor project expenditures and assist in budget tracking and financial reporting.

Maintain accurate records of project assets, equipment, and inventory.

Coordinate logistical arrangements for meetings, workshops, training sessions, consultations, and
field activities.

Coordinate travel arrangements and support the processing of travel claims for project personnel and
consultants.

Monitoring, Evaluation and Reporting

Assist in tracking project indicators, milestones, deliverables, and performance targets.
Collect, compile, verify, and maintain project data and supporting documentation.

Support the timely preparation of progress reports.

Assist in documenting lessons learned, best practices, challenges, and project success stories.
Support the preparation of presentations, briefing materials, and communication products
highlighting project achievements.

Stakeholder Engagement and Communications

Support public awareness and outreach activities conducted under the project.
Coordinate communication among project stakeholders and implementing partners.
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= Support consultation processes with government agencies, local communities, NGOs, academia, and
the private sector.
= Maintain stakeholder databases and records of consultations and engagements.

5. Knowledge Management and Information Systems

= Support the organization, storage, retrieval, and dissemination of project information and knowledge
products.

* Maintain electronic document management systems and project records and archives, ensuring
information is accurate, up to date, and readily accessible.

6. Other Duties

=  Support the Policy Coordination and Planning Unit in the effective execution of its mandate,
projects, programmes, and operational activities.

= Perform any other duties as may be assigned by the Director, Policy Coordination and Planning
Unit, consistent with the objectives and responsibilities of the position.

KEY OUTPUTS/DELIVERABLES

=  Monthly Work Plans — detailing planned activities and tasks to be performed.

= Monthly Activity Reports - detailing progress, constraints, and recommended actions.

= Quarterly and Annual Project Status reports — providing consolidated updates on project
implementation, progress against planned activities, key achievements, challenges, and
recommendations.

QUALIFICATIONS AND EXPERIENCE

Education
The candidate must possess, at minimum:

= An Associate Degree in Natural Resource Management, Land Management, Environmental Science,
Geography, Development Studies, Natural Sciences, Social Sciences, or a related field.

The following will be considered an asset:

= A Bachelor’s Degree in any of the fields listed above or a related field.

= Training or certification in project management, procurement, contract administration, monitoring
and evaluation, or a related area.

Experience

The candidate must have at minimum:

= Two (2) years of relevant professional experience in project administration or management,
environmental management, natural resource management, public sector administration, or a related
area.

= Demonstrated experience in project monitoring, reporting, documentation, and results tracking.

= Demonstrated experience coordinating meetings, workshops, consultations, training activities, and
stakeholder engagement processes.

The following experience will be considered an asset:

= Experience in procurement, contract administration, budgeting, financial monitoring, and records
management.

= Experience working with government agencies, development partners, civil society organizations,
community groups, and other stakeholders.

Required Competencies and Skills
The candidate must demonstrate:
= Strong coordination, organizational, and administrative skills.
= Excellent planning, prioritization, and time-management skills, with the ability to manage multiple
tasks and meet competing deadlines.
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VII.

VIII.

= Strong analytical, research, problem-solving, and report-writing skills.

= Ability to collect, organize, analyze, and present information clearly, accurately, and concisely.

= Excellent interpersonal, communication, facilitation, and stakeholder engagement skills.

= Ability to work effectively within multidisciplinary teams and collaborate with diverse stakeholders.
= Strong attention to detail and commitment to delivering high-quality outputs.

= Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, and Outlook)

= Fluency in written and spoken English.

The following will be considered an asset:
= Familiarity with project management software, GIS applications, and digital communication tools
=  Working knowledge of Spanish or other local languages.

REPORTING ARRANGEMENTS

The Project Assistant will report directly to the Director, Policy Coordination and Planning Unit.
He/she will work closely with the technical leads within the Ministry with responsibility for project
components; as well as the Policy and Planning Coordinators.

EMPLOYMENT CONDITIONS

The Project Assistant will be a full-time staff of the Ministry of Natural Resources, Petroleum and Mining
employed on a contractual basis. The initial contract will be for a period of one (1) year with the option
for renewal contingent on performance assessments with satisfactory outcomes. Salary will be
commensurate with qualifications and experience and will include payment of gratuity upon completion
of contract period according to the policy of the Ministry of Finance. The appointment shall become
effective upon the signing of the contract by all parties.

APPLICATION PROCEDURES

Complete application package must include ALL of the following:
1) Cover Letter — Expression of Interest (must be signed by applicant)
2) Curriculum Vitae (CV)
3) Two (2) Letters of Reference (at least one must be from a recent employer)
4) Copy of Degrees, Transcripts and/or Certificates

Complete application package will be accepted either by:

Email — sent to policy.director@naturalresources.gov.bz
Subject: RE: SEA-SLM Project Assistant - Applicant s Full Name
Application Package should be attached to email as one (1) PDF file;

OR

Hard Copy — delivered to  Director, Policy Coordination and Planning Unit
Ministry of Natural Resources, Petroleum and Mining
H.M. Queen Elizabeth 1l Boulevard
City of Belmopan, Belize
RE: SEA-SLM Project Assistant — Applicant’s Full Name

Hard copy applications must be delivered in a clearly labelled, sealed envelope, as instructed above.

Deadline for submission of complete application package is Friday, August 14, 2026 at 4:00 p.m.
Late submissions will not be accepted.
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