UN children’s Fund (UNICEF)

Communication Assistant 

Location:  Kyiv, Ukraine

Purpose of the post:

Communication Assistant supports planning, implementation, monitoring and evaluation of an advocacy and communication programmes of the  UNICEF office in Ukraine.

Major duties and responsibilities:
1. Assists in developing and maintaining close collaboration with the mass media as well as other stakeholders that support the implementation of UNICEF’s communication activities.

2. Provides day-to-day assistance in organizing media events, press visits and interviews.

3. Assists in drafting press releases, feature stories, letters and translating documentation.
4. Assists in development, production and dissemination of advocacy and communication materials and supports quality control during the publications’ production (translations, reviews of layout and graphic design).
5. Assists in producing content for the UNICEF Ukraine web-site.
6. Provides administrative/operations support to the communication section, prepares and maintains records and controls plans for monitoring of projects implementation. 
7. Performs other tasks as required.

Qualifications and Experience Required
· University degree in communications, journalism, public relations, or equivalent professional work experience in the field of communication combined with a university degree in a related field.

· Three years of practical experience in communication, and/or print and broadcast media. 

· Ability to research, analyze, evaluate and synthesize information. 

· Ability to express clearly and concisely ideas and concepts in written and oral forms. 
· Excellent command of English, Russian, Ukrainian languages. 

· Ability to work in a team and under frequent pressure and tight deadlines. 

· Experience in writing press releases and articles/stories for media would be an asset.

· Strong communication and computer skills.
· Proactive, energetic and optimistic approach to challenges.

Applications from qualified women are encouraged.

UNICEF is a non-smoking environment.

The deadline for submission of application is 10 March 2010.

Only short-listed candidates will be contacted.

	Applicants that fulfill the above requirements are requested to complete a United Nations Personal History Form (P. 11) which is available at a web-site www.unicef.org/employ and submit it together with a resume/CV and a cover letter describing your professional interests in working for UNICEF

UNICEF Office in Ukraine

UNICEF, 1 Klovsky Uzviz St, Kyiv, Ukraine

Fax:  230-2506

E-mail:   recruitment_kiev@unicef.org (Please indicate ‘CA’ in the subject of your application)


