Town of Grand Falls-Windsor

Project Administrator

 (July 15, 2009 – March 31, 2011)

The Town of Grand Falls-Windsor will be leading the development of a major new agricultural development project in the Grand Falls-Windsor region. The Town is seeking to hire a Project Administrator to assist with this project.

Duties:

· Preparation of claim forms for government programs

· Bookkeeping/accounting of project costs

· Communications with private and public sector partners on a regular basis

· Preparation of project update reports

· Reporting to senior Town personnel and Project Steering Committee

Qualifications:

· Experience in administering large projects with private and public sector partners

· Bookkeeping and/or accounting skills and experience

· Construction and/or agriculture background/experience

· Excellent written and oral communication skills

Salary:  Based on qualifications and experience
This position is open to both Male and Female applicants. Closing date is Friday, July 10, 2009.

Please forward written application to:

Mr. Jody Bishop

Human Resources Officer

Town of Grand Falls-Windsor

P.O. Box 439

Grand Falls-Windsor, NL

A2A 2J8

