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At Black & More, we have a value-guided approach to human resources and believe that our people are the foundation of our
success. We are a dynamic project management and engineering company that values teamwaork, innovation, and professional
growth. If you are looking for an exciting career with ample opportunities for development, mentorship, and rewarding projects,
Black & More is the place for you!

JUNIOR PROJECT OFFICER / PROJECT OFFICER
Two Positions Available - Cairns

Build your career with Black & More

At Black & More, we don't just deliver engineering and project management solutions—we build careers.
For over 26 years we've been delivering projects that make a real difference to communities throughout
Queensland. With offices in Cairns, Brisbane, Toowoomba, Atherton and the Sunshine Coast, our team
provides Project and Program Management, Civil and Structural Engineering, Contract Administration
and Building Design services across a diverse range of infrastructure and building projects.

As our business continues to grow, we're looking for two motivated people to join our Cairns office.
Whether you're starting your career or already have experience supporting projects, we'd love to hear
from you.

Depending on your experience, you may join us as either a Junior Project Officer or Project Officer.

About the Role

As a Project Officer, you'll play an important role supporting our Project Managers, Engineers and
Finance team to successfully deliver projects across Queensland.

No two days are the same, and you'll gain exposure to a broad range of projects while working
alongside experienced professionals who genuinely enjoy mentoring and developing their team.

Your responsibilities will include:

» Providing administrative support to Project Managers and Engineers

» Preparing project documentation, reports, correspondence and meeting minutes
+ Assisting with project coordination, scheduling and document management

» Processing accounts payable and receivable fransactions

* Maintaining project records, financial information and project databases

+ Liaising with clients, consultants, contractors and suppliers

+ Supporting tender submissions, project reporting and general office administration
* Helping ensure projects remain organised, accurate and delivered efficiently

About You
We're looking for someone who is organised, reliable and enjoys working in a collaborative team
environment.

You may be an experienced Project Officer looking for your next opportunity, or you might be an
Administration Assistant ready to take the next step in your career.

Essential

+ Excellent organisational skills and attention to detail

» Strong written and verbal communication skills

» Ability to manage competing priorities and meet deadlines

* A proactive attitude and willingness to learn

+ Strong Microsoft Office skills, particularly Outlook, Word and Excel
» Current Australian Driver’s Licence
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Highly Regarded

» Experience in project administration

* Accounts payable and/or accounts receivable experience

+ Experience working within engineering, construction or professional services
+ Experience using project management or accounting software

Most importantly, we're looking for the right attitude.
If you're motivated, organised and eager to learn, we'd encourage you to apply—even if you don't
meet every requirement listed above.

Why Join Black & More?

At Black & More, we genuinely invest in our people.

We believe that when our people succeed, our business succeeds.

You'll enjoy:

+ A genuine long-term career with opportunities for progression

+ Ongoing mentoring from experienced Project Managers and Engineers

+ Annual fraining and professional development opportunities

+ Exposure to a diverse range of engineering and infrastructure projects

» A supportive, collaborative and down-to-earth team culture

+ A stable and growing Queensland consultancy with over 26 years of success
+ Modern office facilities in Cairns

* The opportunity to make a meaningful contribution to projects that benefit local communities

Apply Now
If you're looking for more than just another administration role and want to build a rewarding career with
arespected engineering consultancy, we'd love to hear from you.

Please submit your application via SEEK and include:

» Your current Resume (CV)

+ A brief Cover Letter telling us why you're interested in joining Black & More and what you could bring
to our team.

To learn more about Black & More, visit www.blackm.com.


https://au.seek.com/job/93592393?ref=cm-ui

