
Project & Communications Offi  cer

We are a progressive organization looking for an individual who 
works well in a small team. A pro-active work ethic, a pleasant, calm 
demeanor, and the ability to work independently are essential in this 
role. Th is is a part-time position 9:00 AM – 12:30 PM four days per 
week. Responsibilities include but are not limited to the following:

1.  Creating Excel spread sheets when requested
2.  Pro-actively updating the company web site
3.  Pro-actively updating the company Facebook page
4.  Pro-actively updating the company Instagram account
5.  Creating, Maintaining and pro-actively updating the company 

Linked In and Twitter accounts
6.  Coordinating and organizing events
7.  Assisting clients, vendors, and others in person and over the 

telephone
8.  Managing various vendor relationships
9.  Maintaining and ordering offi  ce supplies
10. Providing a variety of accurate reports/updates for review by 

management
11. Taking meeting minutes and disseminating them

Minimum Requirements
1.  High school diploma from an accredited institution
2.  A minimum of 3 years experience in a role of similar scope and 

complexity
3.  At least 2 years experience successfully coordinating events
4.  Excellent proven ability to utilize Microsoft  word, Power Point, 

Publisher, and Excel
5.  At least 1 year experience successfully maintaining a variety of 

social media tools
6.  Excellent written and verbal communication skills suitable for a 

business setting
7.  At least one year’s proven experience in a customer service 

environment
8.  Demonstrated ability to work and collaborate with a variety of 

stakeholders
9.  Pro-active problem solver with the ability to multi-task, and 

remain calm under pressure

Only Bermudians, Spouses of Bermudians, and Long Term Residency 
Certifi cate holders need apply. Apply in writing to the P.O. Box below 
only. Send cover letter, résumé, and three professional (not personal) 
written references to:

P.O. Box HM2911
48 Church Street
Hamilton HM12

Deadline for submissions: December 4, 2015


