Caribbean Hotel Energy Action Project (CHENACT)
Terms of Reference for Project Assistant
Term; October1st 2009-October 2010 (13 months)

Location: Barbados 

Description: The Project Assistant will be required to 

· Manage the accounting system

· Monitor income/disbursements from various donor agencies and the associated expenditure. 

· Reconcile Bank Statements
· Manage office, files, telephone etc

· Organize Monthly and Quarterly meetings, take minutes and prepare reports.
· Assist Auditors in the preparation of Final Statements

Qualifications and Experience:

· Excellent Accounting Skills
· Proficiency in the use of QuickBooks / Quicken

· Excellent writing and communications skills

· Previous experience in Project Management and working with International Donors would be an asset
· Applicants must be bond fide residents of Barbados

The Project Assistant will report to the Project Manager. Applications should be submitted along with the names of three references by September 20th 2009 to 
Loreto Duffy-Mayers

Project Manager

CHENACT

CHTA office

4th Avenue Belleville

St. Michael

Barbados

Tel: 246-4350847

Fax: 246-4350845

E-mail: chenactproject@gmail.com
