Neighbourhood, Development, and International Cooperation Instrument
Economic Partnership Agreement (EPA) Support Programme
Technical Barriers to Trade (TBT) Phase IlI

CARICOM REGIONAL ORGANISATION FOR STANDARDS AND QUALITY (CROSQ)

European Union Neighbourhood Development and International Cooperation Instrument (NDICI)
Programme - Economic Partnership Agreement (EPA) Support Programme
Technical Barriers Trade — Phase Il Project

TERMS OF REFERENCE

PROJECT ASSISTANT

Background

The Technical Barriers to Trade (TBT) Phase Il project is one component under the new Economic
Partnership Agreement (EPA) Support Programme (Phase 3), which is part of the new European Union’s
Neighbourhood, Development, and International Cooperation Instrument (NDICI), which constitute the
legal basis for programming EU cooperation in developing countries during the period 2021-2027.

The Overall Objective (Impact) of this action is to advance the sustainable integration of the Caribbean
region into the world economy.

The Specific Objective of this action is the effective implementation and operation of the EPA to enable
more trade and investments with the EU.

The Economic Partnership Agreement between the CARIFORUM countries and the EU was signed in
2008 and is a fundamental cornerstone in the relationship between the two regions. Despite its asymmetric
and development-oriented structure, the implementation of its provisions at national levels remains
challenging, in large part due to a lack of capacities.

Under the 10th and the 11th European Development Funds, financial support was provided to advance
the implementation of the agreement. Through the Technical Barriers to Trade (TBT) component, the
quality infrastructure has been strengthened. However, there is still room for improvement. This TBT Phase
Il project will therefore focus on further increasing the use of an internationally recognized Regional Quality
Infrastructure (RQI) by regional and national quality institutions and the private sector, to support
interregional and international trade (expected result).

Under the TBT Phase Il project, a dedicated Project Implementation Unit (PIU) will be established which
will coordinate and administer the implementation of the project activities. Under the programme, funding
to support the hiring of a Project Assistant (PA) at CARICOM Regional Organisation for Standards and
Quality (CROSQ) has been allocated for a contract period of 33 months, with duty station at the CROSQ
Secretariat, Barbados.
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General Functions

The main responsibility of the PA will be to support the CROSQ Project Co-ordinator (PC) and Technical
Officers (TOs) in organizational matters and to perform all other related administrative duties upon request
that contributes to the project objective.

Specific Functions
(a) Preparing and dispatching project-related correspondence to other agencies.
(b) Assisting in the compilation, preparation and dissemination of project reports and papers as required.

(c) Facilitating project-related functions and/or events undertaken by the PIU, including activities not
limited to registrations, coordination of participant travel and accommodations, preparation of
materials, manuals and database management.

(d) Performing operational support activities for the PIU.
(e) Providing administrative/secretarial support for the CROSQ PC and PIU as required.
(f) Editing correspondence from dictation or from knowledge of established organisation policies.

(g) Preparing, transcribing, composing, typing, editing and distributing agendas and/or minutes of
meetings.

(h) Scheduling and coordinating meetings, events, interviews, appointments, and other similar activities
for supervisors, which may include coordinating travel arrangements inclusive of:

e booking of hotels, air tickets

e arranging transportation if required

o discussing and drafting the agenda and preliminary budget

e preparing list of participants

e distributing all information related to the visits

e Prepare contracts for consultants

e Preliminary calculation of daily allowances according to German travel law

(i) Performing basic information gathering of monitoring data for the purpose of analysis and the
preparation of reports.

() Establishing, maintaining and updating files, databases and records, and/or other documents.
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(k) Following up on the progress of contracted activities and ensuring compliance with funding agency
procedures.

(D For activities implemented directly by PTB or INDOCAL: Support in organizational matters including
procurement of equipment

(m) Close coordination in planning process with the Accounting Assistant at PTB
(n) Support Project Coordinator in preparation of representation and visibility activities
(o) Assist with messenger driving services as required.

(p) Performing such other reasonable duties as may be assigned by the CROSQ PC.

Minimum Qualifications and Requirements

Education

(a) Advanced secretarial and/or administrative certification

(b) CXC English and Mathematics

Experience
(a) Minimum of three years’ project administration experience

(b) Events Planning/Coordination

Key Competencies
(a) Certification in Project Administration would be an asset
(b) Strong knowledge of office procedures and practice

(c) Computer literacy, with strong proficiency in Microsoft Office and working knowledge of Project
Management software

(d) Excellent keyboarding skills

(e) Excellent verbal and written English; working knowledge of another regional language, in particular
Dutch, French or Spanish, is an asset

(f) Knowledge of basic accounting and/or event budgeting

(g) Good organization and priority management skills
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(h) Ability to work with direction as well as take initiative to move projects forward.

(i) Strong interpersonal skills with the ability to interact effectively with groups of diverse individuals.

Reporting Relationship: Project Coordinator, TBT Phase Ill Project

Positions Supervised: None

Principal Organisation Relationships:

-Internal:

Chief Executive Officer

Project Coordinator, TBT Phase Ill Project
Staff

-External:

National Standard Bureaux

CROSQ Councll

Caricom Secretariat

Partner Organisations

Donor agencies

Consultant and experts working with CROSQ

Duty Station: Baobab Towers, Barbados

To apply, please email your Application letter and CV or Resume recruitment@crosg.org
For the attention of the Project Coordinator, TBT Phase IIl Project with the caption Project Assistant
Closing date for applications is January 30, 2025
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