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PROJECT COORDINATOR 

1. BACKGROUND 
1.1 Belize is highly vulnerable to hydrometeorological hazards and climate change due to its geographic location, dependence on climate-sensitive economic sectors, and the concentration of population and economic activity in low-lying coastal areas. This vulnerability has been repeatedly demonstrated by the severe impacts of hurricanes, flooding, and droughts over recent decades. The Toledo District is particularly at risk, owing to widespread poverty, limited disaster preparedness, persistent food and nutrition insecurity, and a heavy reliance on small-scale agriculture, often practiced through the environmentally degrading milpa system. Building on lessons learned and community trust established under a previous Caribbean Development Bank (CDB)-funded initiative, Humana People to People Belize (HPPBZ) proposes a project in ten communities in Toledo to strengthen disaster risk management and climate change adaptation by enhancing community-level response mechanisms and supporting small-scale farmers through climate-smart agriculture, sustainable land management, and improved livelihood opportunities.
2. OBJECTIVE
2.01	The overall objective of the Project Coordinator (PC) position is to manage and monito all aspects of the implementation of the project, in compliance with CDB policies and guidelines.  

3. KEY RESPONSIBILITIES

3.01	The PC will have the following responsibilities: 

Project Management
(a) Supervise the work of the two Community Outreach Officers (COOs)
(b) Develop and maintain a detailed project implementation plan, including training content, timelines, milestones, and deliverables. Training will focus on Disaster Risk Management (DRM) and Climate Change Adaptation (CCA).
(c) Coordinate and oversee all project activities, ensuring their timely and successful delivery.
(d) Monitor project progress, identify potential risks or issues, and propose mitigation strategies. 
(e) Facilitate effective communication and collaboration among project stakeholders. 
(f) Oversee all incoming and outgoing project documentation. 
(g) Update project procurement plan as necessary and be instrumental in the procurement process. 
(h)  Convene meetings of the Project Steering Committee (PSC) and the Beneficiary Communities Advisory Group (BCAG), with support from the CCOs. 
(i) Convey key decisions, outcomes, and action points from these meetings to relevant stakeholders.  
(j) Prepare meeting minutes and present them in the following meeting at the quarterly PSC meeting and maintain records of meetings, decisions and actions.
(k) Prepare regular progress reports and present them to project stakeholders and Project Steering Committee (PSC). 
(l) Hold weekly internal meetings with project team and submit minutes of meetings to Humana People to People Belize (HPPBZ) Senior Project Coordinator. 

Financial Management

(a) Assist with the financial management of the project, including budgeting, expenditures tracking, and compliance with funding requirements. 
(b) Assist in the preparation and submission of disbursement/reimbursement to CDB.
(c) Coordinate procurement and consultant engagement processes including participation in bid evaluations and preparation of bid reports and draft contracts. 
(d) Monitor project expenditures to ensure efficient and appropriate use of project funds aligned with the project budget.

Stakeholder Engagement

(a) Engage government agencies, partners and community stakeholders to foster their active participation in the project. 
(b) Organise and facilitate meetings, workshops, and training sessions to promote stakeholder engagement and collaboration. 
(c) Foster effective partnerships with key stakeholders to achieve project objectives. 
(d) Assist in organizing community participatory assessments, ensuring female farmers and women’s perspectives are considered.
(e) Oversee and assist the COOs in engaging participants of FCs and VECs.
(f) Communicate regularly with CDB

4. REPORTING AND DELIVERABLES  

4.01	 The PC will report to the Senior Project Coordinator of Humana People to People Belize (HPPBZ). 

(a) Prepare a comprehensive work plan and timeline for the project. 
(b) Submit quarterly narrative and financial progress reports to HPPBZ, highlighting achievements, challenges, and adjustments. Once validated, these reports will be submitted to CDB within two weeks of each reporting period’s end.
(c) Oversee and report on the implementation of all project activities, consultancies, and construction contracts. 
(d) Provide weekly log of activities and monthly briefs to HPPBZ and quarterly reports to CDB in collaboration with the Grant Administration, on consultant performance, and project implementation status. 
(e) Provide a summary of meetings held with COOs and stakeholders and other meetings to HPPBZ on a monthly basis.

5. QUALIFICATIONS, EXPERIENCE AND SKILLS

5.01	Prospective candidates should have the following qualifications and skills:

Qualifications
(a) A Bachelors’ Degree or equivalent in a relevant field (e.g. project management, public administration, Agriculture, environmental sciences, disaster risk management, community development, or rural development)
(b) Proficiency in English is required. Proficiency in Spanish is an asset.

Experience 
(c) A minimum of five years of proven experience managing and implementing development projects, preferably in the field of agriculture, disaster risk management, climate resilience, community development, or rural development.
(d) Experience working in the Caribbean, particularly Belize, with strong knowledge of cultural and socio-economic context.

Skills
(e) Strong organisational and leadership skills, with the ability to manage multiple tasks and stakeholders effectively. 
(f) Excellent communication and interpersonal skills including the ability to engage and collaborate with diverse stakeholders, supervise teams take notes and prepare concise reports and briefs.

6. DURATION 

6.01	The PC will be recruited for a period of 9 months and will be based in-person in southern Belize.  The PC will be provided with a laptop computer, a cell phone including data plan and a project vehicle upon purchase.
