SAINT LUCIA 
NATIONAL SPATIAL DATA INFRASTRUCTURE (NSDI)
TERMS OF REFERENCE
ADMINSTRATIVE ASSISTANT


1. Background 
The Government of Saint Lucia recognizes the importance of a coordinated spatial data management framework to support sustainable development, disaster resilience, environmental management, and informed decision-making. The establishment of National Spatial Data Infrastructure (NSDI) provides a platform for integrating, sharing, and utilizing geospatial data across various sectors. Readily accessible information encourages effective and well-informed decision-making and highlights scientific approaches to conceptualise government initiatives from agencies, thereby reducing vulnerability to natural hazards and environmental shocks. Strategic guidelines for mitigation, along with the inclusion of crime mapping, can save lives, combat fraud, reduce bureaucracy, and improve emergency response efforts. Furthermore, the efficient management of geoinformation can support socio-economic growth, including, but not limited to, economic sectors such as tourism (Kadaster & Ku Leuven, 2022). The necessity to share spatial data has driven the transition from standalone Geographic Information Systems (GIS) to a National Spatial Data Infrastructure (NSDI). The NSDI will develop comprehensive framework for the collection, management, and sharing of geospatial data in Saint Lucia, create standards and protocols for data interoperability and dissemination, establish a centralized accessible geospatial data repository, build capacity among stakeholders for effective use and management of spatial data and will promote interoperability and collaboration among government agencies, private sector, academia, and civil society. This project will position Saint Lucia to better respond to development challenges and improve the effective use of spatial information for national growth and resilience.
2. Project Description
The Saint Lucia National Data Infrastructure (NSDI) is guided by nine (9) mid-to long-term objectives embedded within its strategic agenda. These objectives are systematically aligned with the nine integrated geospatial information framework (IGIF) strategic pathways, ensuring a comprehensive and coordinated approach to advancing geospatial capabilities across the country. The nine components encompass governance and institutions, policy and legal framework, financial sustainability, data and metadata management, technological infrastructure, standards and interoperability, strategic partnerships, capacity building and effective communication and engagement. The NSDI will implement a range of targeted actions referenced in the approved NSDI policy and action plan. Key actions include the establishment of a dedicated NSDI unit responsible for governance and coordination, the development and adoption of technical standards to ensure data quality and interoperability, and the creation of a centralized geospatial data portal to facilitate easy access, sharing, and dissemination of geospatial information. These efforts will be supported by capacity-building initiatives aimed at enhancing technical skills and institutional knowledge, as well as efforts to establish sustainable financing mechanisms to support ongoing operations and upgrades. 


3. The National Spatial Data Infrastructure Unit 
As per Cabinet Conclusion 103(b) of 2025- dated February 10th, 2025, the Government of Saint Lucia (GoSL) has initiated the process of establishing the National Spatial Data Infrastructure Unit (NSDI) within the Department of Finance at the Ministry of Finance (MoF). The NSDI Unit will be responsible for establishing and managing a National Spatial Data Infrastructure for Saint Lucia. The Unit’s mandate will include:

1. Establishment and Management of Technological Infrastructure for Geospatial Data
2. Building local capacity and strengthening governance of the NSDI in Saint Lucia.
3. Managing Geospatial Data, Metadata and Interfaces for the dissemination of data to various
4. stakeholders.
5. Leading outreach and communication efforts to improve awareness of the value and use cases for geospatial data in Saint Lucia to all, including technical and non-technical stakeholders, decision-makers and the general public.
6. Developing data access policies, standardising usage conditions and recommending changes in regulations when necessary.

4. Tasks and responsibilities
The NSDI Administrative Assistant is responsible for the operation of the National Spatial Data Infrastructure (NSDI) through the effective delivery of administrative support, facilitation of activities that will promote the implementation of the Saint Lucia NSDI Policy and Strategy towards the establishment of a robust National Spatial Data Infrastructure. Key activities of the Administrative Assistant include:

1) Coordinating administrative activities relating to spatial data management and policy, logistics, supplies, correspondence, procurement, and records management.
2) Collaborating with NSDI Data Experts and NSDI Systems Administrators with efforts to promote the use and benefits of NSDI initiatives.

More broadly, the NSDI Administrative Assistant shall:
1. Manage incoming and outgoing correspondence to ensure proper documentation and timely responses. 
2. Organise and maintain physical and electronic filing systems for the NSDI Unit. 
3. Manage calendars, schedule meetings, prepare and circulate agendas, record minutes for the Unit’s meetings, workshops and other events. 
4. Assist in preparing reports, presentations, and other official documents. 
5. Coordinate logistics for the NSDI Unit’s events, including meetings, workshops, training sessions, and stakeholder engagements. 
6. Maintain an inventory of office supplies and initiate procurement processes as necessary. 
7. Liaise with internal departments and external agencies to facilitate information flow and collaboration. 
8. Undertake administrative duties, including but not limited to drafting of letters, memoranda, electronic mail, preparing reports and presentations and other duties as directed by the project manager.
9.  Perform other related duties as assigned by the NSDI Unit Manager. 
10. Receives, screens and directs callers/ visitors using proper office etiquette, promptly attends to inquiries and ensures the proper recording and conveying of messages to support the NSDI UNIT; and
11. Support to NSDI working groups for implementing activities outlined in the NSDI Action Plan.

5. Output/ deliverables
· Monthly administrative activity reports.
· Organized and updated records and documentation.
· Support in organizing NSDI outreach, training and promotion events.
· Progress reports on procurement and supplies management.
· Updated records of user engagement, system usage, and stakeholder feedback.
· Promotion materials such as newsletters, brochures, and presentations.

6. Duration, location, coordination and reporting arrangements
· Duration. The NSDI Administrative Assistant is a full-time position required for one (1) year, renewable annually based on satisfactory performance. It is expected that the NSDI Administrative Assistant will become a permanent position within the Public Service after the one-year contract has been completed.
· Performance will initially be reviewed after six (6) months, and thereafter, subject to annual reviews.
· This is a full-time position based in Castries, Saint Lucia and will require travel within Saint Lucia for participation in meetings, site visits in relation to data collection and Administrative Assistant will work primarily from the Department of Finance, where he/she will be assigned a workstation and will participate in face-to-face or virtual meetings, as is the case. 
· Coordination.  The NSDI Administrative Assistant will support the NSDI Manager with the coordination of activities among stakeholder agencies, liaise with other members of the NSDI Technical Committee (NGTC), and other relevant public and private stakeholders on matters related to work in progress.
· Reporting arrangements.  The NSDI Administrative Assistant will report directly to the NSDI Manager and will work closely with NSDI experts and the Systems Administration team.



7. Qualifications and Experience

Requirements
1. Bachelor’s degree in Secretarial Studies, Management Business Administration or a related field 
2. at least eight years of experience in administrative or clerical work within a public or private sector organisation. ​ 
3. Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, Outlook), as well as familiarity with office equipment and procedures.
4. 2 years’ experience in Project-based work environment
5. Experience in planning, coordinating and participating in stakeholder engagement events
6. Knowledge and experience in administrative support or clerical work
7. Experience in using ICT applications and tools including those used for  database management, spreadsheets, visual graphics, and presentation

Desired Attributes
 
1. Excellent organizational, communication, and interpersonal skills
2. Computer literacy skills, including the ability to manipulate software applications such as word processing, databases, spreadsheets, visual graphics, and presentation programmes.
3. Ability to work accurately and independently with minimal supervision.
4. Ability to effectively develop and maintain working relationships with team members and other stakeholders.
5. Knowledge of the structure of the public service and ability to interpret and apply its administrative policies and procedures.
6. Ability to manage time, meet deadlines, and remain calm under pressure Ability to exercise initiative and judgement in the execution of duties.
7. Attention to detail and strong problem-solving skills.



Applications for this post should be emailed, hand delivered or mailed to: 
Permanent Secretary
Ministry of Finance, Economic Development and the Youth Economy
4th Floor Finance Administrative Center
Pointe Seraphine
Castries
Saint Lucia
1 (758) 468 -5503
Email: arja.payne@govt.lc
Applications must include the following:
1. A brief cover letter introducing yourself and explaining why you are interested in this post
1. A resume which summarizes your most relevant skills and experiences related to this post as well as listing three (3) work related referees. 

Deadline for submission: 20th October 2025
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