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VACANCY NOTICE   2009/005
TO:
All UNICEF/UN Agencies and Interested Parties.
FROM:
Elvira Begisheva, Operations Manager 
POST TITLE:
Communication Assistant 
CATEGORY:
General Service, GS-6, Fixed Term Appointment
DUTY STATION:
Astana

DURATION: 
 6 months initially as probation, with further extension depending on performance
MAJOR DUTIES:
Under supervision of Communication Officer, collect and monitor information relating to child rights and UNICEF programme priorities, provide technical and administrative support to programme implementaion and perform liaison duties in support of information, education and communication activities within UNICEF programmes. Gets involved in fundraising activities:
·  In collaboration with UNICEF programme staff and partners assist in promoting social mobilisation activities for raising general awareness on child rights and programs benefiting children and women, help to organize and generate public support for special events and contribute to elaboration of UNICEF advocacy and communication startegy. 

·  Assist in developing and maintaining close collaboration with the mass media. Draft press releases, prepare media information and reports, project documents and submissions to the Government by collecting information, drafting sections related to programme communication. Prepare background information for use in discussions with the Government, media, NGOs and other organizations.   Monitor coverage of UNICEF programmes and projects in media.
·  Contribute to developing specifications, design, pre-testing and quality control of programme communication and promotional materials. Monitor and keep inventory records of communication and advocacy materials, publications and visibility items, facilitate their appropriate and timely dissemination to target audiences and participate in the evaluation of their impact.
·  Contribute to the organisation of programme related information, communication activities and monitoring and evaluation of conducted activities; assist in planning and implementation of studies, assessment and preparation of donor proposals and reports. 
·  Assist in identifying, planning and conducting necessary orientation and training for UNICEF personnel and partner agencies to build their capabilities in addressing the needs of communication; review, select and compile material required for such orientation and training at different levels.

·  Support technical decisions on communication related work by verifying the reliability and relevance of data and information and UNICEF brand requirement to be used for all types of communication.  
·  Maintain an up-to-date documentation centre for publications, press releases and clippings, as well as photographic and audio-visual materials. Writes terms of references, notes for records, performs payment to partners as needed.
Minimum Standard Requirements:
· University degree preferably in Communications, Journalism, Public Relations or related field.
· Six years of progressive work experience in communication, print and broadcast media or interactive digital media and some experience in programme support communication. 

· Proficiency in Russian and English with ability to express clearly and concisely ideas and concepts in written and oral form.  Knowledge of Kazakh is an essential asset. 

· Good analytical, negotiating, communication and report-writing skills.

· Team work essential.

      UNICEF is a non smoking working environment.
Closure of Applications:  16 October 2009
Submissions to attention of Operations Manager, e-mail ebegisheva@unicef.org or UNICEF Astana office. Address: 10, Beibitshilik str., Liter A, block 1, Astana.  Only those who are short-listed for interviews will be notified.  Telephone calls are  not  subject  to response or consideration
� EMBED Word.Picture.8  ���








PAGE  
1

[image: image2.wmf] 

_1232348472.doc
[image: image1.png]






