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TERMS OF REFERENCE 

PROJECT ADMINISTRATOR – SPECIAL EARLY RETIREMENT PROGRAMME (SERP) 

 

BACKGROUND 

The Government drafted Vision 2030 Jamaica, National Development Plan in January, 2009. Its 

overarching objective is to create the conditions in which Jamaica’s productive enterprises are able to 

generate greater levels of wealth and in which the social and environmental conditions and general well-

being of the society are enhanced.  Vision 2030 is complemented by A Growth-Inducement Strategy for 

Jamaica in the Short and Medium Term. 

  

SPECIAL EARLY RETIREMENT PROGRAMME 

As part of the process of pension reform, new Pension Legislation is now before Parliament for approval 

which will inter alia make provisions for pension contributions to be made by all central government 

employees and will change the basis on which pensions are calculated.  To this end, an early retirement 

project for Central Government Employees within the age range 50 – 59 is being contemplated.  This project 

is owned by the Ministry of Finance and the Public Service and is being supported by the Public Sector 

Transformation Programme. 

 

The project will have three main components focused on delivering specific and targeted services over a 

12-month timeframe. 

  

OBJECTIVE OF THE ASSIGNMENT 

The Project Administrator will provide administrative support to the implementation team including the 

Project Manager.   

 

SCOPE OF WORK 

In order to achieve the stated objectives of the assignment the individual will be required to: 

 

1. Administrative and office support to the implementation team: 

a. to provide comprehensive project administration support services to the implementation team 

and the SERP Project Manager. 

b. Enable proper and effective office management.  

c. Provide project administrative, management and technical expertise in the implementation 

and monitoring of the project and all project activities. 

d. This role involves interaction with project managers at client entities and external 

stakeholders at different levels of implementation. 

e. Coordinate logistics, such as scheduling, travel arrangements and hotel booking, for the staff 

and visitors related to trainings and meetings (e.g., printing and photocopying of training 

materials, workshop venue booking, etc.). 

f. Track project deliverables and reporting timelines and work with the project team to ensure 

timely completion and dissemination. 

g. Prepare and proofread correspondence including reports, templates, training material, staff 

manuals, memoranda and documents. 

h. Transcribe dictated or written material. 

i. Organise and manage the hard copies of signed documentation, other paper and electronic 

filing systems. 

j. Provide communication support to the relevant staff on time to ensure timely supports for 

project activities. 
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k. Escalate matters as required to drive effective action towards realising transformation 

priorities. 

l. Any other duties as assigned. 

 

DELIVERABLES 

Key Deliverable Proposed Timeline Standard of Delivery 

1. Monthly Report End of month Nine (9) reports that details: 

 The tasks undertaken for each month and the 

progress made on activities to-date. 

 The tasks to be performed for the coming month 

and the outputs to be achieved. 

 Issues, challenges and risks affecting objectives 

and activities. 

 Proposed mitigation strategies to overcome project 

risks and concerns. 

 Recommendations, where applicable, to enhance 

the Project outcomes. 

 

Report must be submitted within the agreed 

timeframe. 

 

CHARACTERISTICS OF THE ASSIGNMENT 

 Level of effort: Full time level of effort (FTE) of nine (9) months  

 Duration of contract:  The Consultancy will begin in November 2017 

 Location: Jamaica  

 Type of Consultancy:  Individual consultant 

 Type of contract:  Lump-Sum 

 

OFFICE ACCOMMODATION 

The work will be carried out in Jamaica and be housed within the MOFPS, Kingston Jamaica offices, as 

well as administrative support, and any other assistance as may be reasonably required to undertake the 

duties identified in this TOR. 

 

The Consultant must be able to participate in project activities during business hours, as well as non-

business hours on a regular basis as the position demands. 

 

QUALIFICATION AND EXPERIENCE 

o Certification in Administrative Management or related qualification; 

o Knowledge of Public Sector administrative practices. 

o Excellent working knowledge of Microsoft Office Suite. 

o Well-developed interpersonal and communication skills and an ability to liaise with people from 

diverse socio/cultural backgrounds. 

o Excellent knowledge of and understanding in general office management and operations principles 

and practices, especially within the Public Sector 

o Sound knowledge and understanding of government machinery and operations 
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o Sound knowledge of and experience in working with multi-disciplinary teams to achieve shared 

outcomes through internal and external partnerships 

 

REPORTING 

The Consultant shall report directly to the Project Manager, Transformation Implementation Unit who 

has overall responsibility for the Project Implementation Unit.   

 

 

 

 


