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We are pleased to announce the following vacancy:

__________________________________________________

	VACANCY NO:
	JID 1614

	CLOSING DATE:
	Monday, 22 August 2016

	POST TITLE:
	Communications and Administration Assistant

	CATEGORY:
	Local consultant (equivalent to GS-5)

	DUTY STATION:
	Bangkok, Thailand

	DURATION:
	Up to 31 December 2016 with possibility of extension

	ORGANIZATION UNIT:
	Asia and the Pacific Regional Office


Organizational Location
	The consultancy is located in the UNFPA Asia and the Pacific Regional Office (APRO), Bangkok, and reports to the Regional Communications Adviser (RCA) and Regional Programme Specialist. 
UNFPA is committed to delivering quality strategic communications and outreach, including robust online and visual communications, to maximize awareness and understanding of the Fund’s mission and work across diverse audiences, including donors, other UN agencies and civil society organisation partners, the media and the public. To reach this objective, multiple approaches, including traditional, online and multimedia communication, must provide timely and relevant content aligned with UNFPA’s mandate, priorities, programmes and branding. 

Consistency in content, architecture, design and technology across all UNFPA communications efforts, including events such as media briefings, presentations to donors and communications vis-à-vis the public via websites and social media platforms, is critical. 

At the regional level, UNFPA APRO  manages diverse communications approaches and platforms, including a web portal and social media (currently Facebook and Twitter), publication and other knowledge sharing materials in close coordination with APRO’s Programme and Technical Team as well as the Division of Communications and Strategic Partnerships (incorporating the Media and Communications Branch) at UNFPA’s headquarters in New York. 
APRO Communications also works very closely with UNFPA Country Offices across Asia-Pacific, to offer support in a variety of ways, from conceptualizing and strengthening communications strategies and building other capacities to coordinating key messaging on specific issues and the Fund’s wider imperatives, as well as coverage of key initiatives and events that are observed across the organization. 

Increasingly, APRO is being called on to play a key Knowledge Management role via helping strategize on publications and documents that need to be produced at the Regional level, ranging from technical content to advocacy and outreach on the Fund’s key issues and programmes across Asia and the Pacific. Documentation, including archives of prior content, video and images, which is easily accessible and of strategic value is an important component of this consultancy.
  


Job Purpose

	Under organizational effectiveness and efficiency, the UNFPA Strategic Plan, 2014-2017 (para. 59c) calls for “increased adaptability through innovation, partnership, and communications”, noting that (para.69) “partnerships and communications … are at the heart of how UNFPA advances the ICPD agenda”.

Support is sought for the services of a seasoned consultant to support UNFPA APRO in its efforts to strengthen knowledge management, communications activities and increase visibility for UNFPA and its mandate.


Major Activities and expected results
	Under the direct supervision of the Regional Communication Adviser, and working with the Regional Programme Specialist the consultant will perform the following duties:

Communications coordination
· Facilitate communication flow and coordination among the Regional Office, Media and Communication Branch and Country Offices (COs) with respect to communications and information strategy and media relations;  

· Collect information from CO focal points and compile and disseminate regular updates on CO communications plans and accomplishments in the region via a newsletter and other platforms as deemed necessary;
· Organize and maintain up-to-date filing system of general reference materials, including the UNFPA directory, and electronic mailing lists for internal use; and 
· Support the development/production of communication and advocacy instruments and materials for creating visibility for the organization 
Media and online outreach

· Monitor online news media and partner organizations’ websites for news relevant to SDGs issues and UNFPA’s work in the region; share relevant news with colleagues and identify media to contact regarding outreach efforts; 
· Maintain up-to-date lists of relevant news media and journalists covering the region and within programme countries for media outreach support; 

· Create and maintain mailing lists of all relevant partners for the APRO newsletter and other communications materials;

· Format, proofread and disseminate press releases and other information materials under the direction of the Regional Communications Advisor;
· Add and update content to UNFPA’s regional web portal, including news, publications and events, ensuring timeliness of material and compliance with UNFPA style and design guidelines, and including appropriate links; and
· Support the promotion and dissemination of knowledge assets and research products related to the programme areas;

Knowledge management support
· Support the graphic design and layout of knowledge assets and research products, either through working directly with vendors or in-house design ; 
· Support the APRO Publications Committee and ensure knowledge assets and research products are reviewed and cleared in a timely fashion;
· Ensure the communications plan for each knowledge asset and research product is clearly documented in the publications plan; 
· Ensure timely distribution of knowledge assets and research products to UNFPA Country Offices and partners;
· Maintain roster of vendors and consultants related to writing, editing, videography, photography and publications production, i.e. designers, printing companies and advise colleagues on external publishing options and procedures. 
Administrative and logistical support;
· Review outgoing correspondence and ensure conformity to the Fund’s guidelines and procedures;

· Administer supervisors’ calendars and schedule of appointments and meetings, answer and screen calls;

· Assist in arranging field trips for journalists, public events (e.g. for special days such as World Population Day) and training workshops for country office staff;

· Organize travel for supervisors and other professional staff members as required, including preparation of travel requests and claims;

· Provide administrative and finance support to the supervisors and other professional staff members as required, related, e.g., to procurement, financial monitoring of the office budget and hiring of consultants, liaising with Operations team and Headquarters colleagues as necessary;

· Draft routine correspondence and perform other related duties as required.




Knowledge and Experience
	Education:  

Completion of secondary education required; training in journalism and/or communications and graphic design is an asset.
Knowledge and Experience: 

· 5 years of office experience with demonstrated awareness of international issues; experience in journalism, public relations, communications, graphic design and/or project management would be an advantage.
· Fluency in oral and written English; drafting, proofreading and online research skills required. 

· Excellent knowledge of MS Word and Excel is required, along with the ability to adapt quickly to new software features and routines; experience with layout/design software and web-formatting tools (to help create newsletters and infographics) is a strong asset.

· Ability to work well under pressure and deadlines, and excellent interpersonal and communication skills required.
Required Competencies: 

Core Competencies:   See the Diagram Below
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Functional Competencies: 

1. Managing information and work flow – responds to requests for information in a courteous and timely manner identifying suitable sources of information and/or directing staff and clients to them

2. Managing documents, correspondence and reports – edits, formats and provides inputs to correspondence, reports, documents and/or presentations using word processing, spreadsheets and databases meeting quality standards and requiring minimal correction

3. Planning, organizing and multi-tasking – plans, coordinates and organizes workload while remaining aware of changing priorities and competing deadlines.

4. Job knowledge – demonstrates in-depth knowledge of main office software applications relating to word-processing, data/financial management and/or presentations as required.  

5. Logistical Support – plans, schedules and co-ordinates travel and logistics for meetings, conferences and special events using planning skills to avoid scheduling and commitment conflicts and gaining the cooperation of participants and clients 
Languages: 

Fluency in English.  Knowledge of another UN language and/or another language from the region would be a valuable asset.  
Other Desirable Skills:

Initiative, sound judgment, strong interest in development work, especially the mission of the United Nations Population Fund and dedication to the principles of the United Nations.


Work Relations
	Internal partners include other staff in the Regional Office; close collaboration with the Personal Assistant to the Regional Director and the Programme Assistant to the Deputy Regional Director, UNFPA SRO and CO staff and HQ.
External partners include media/journalists, government officials/NGOs/Parliamentarians, libraries and other UN agencies.



How to apply

	Candidates should submit an application letter and a completed United Nations Personal History (P 11) by e-mail to vac-robangkok@unfpa.org.  The P11 is available on the UNFPA websites at http://www.unfpa.org/resources/p11-un-personal-history-form
Please quote the Vacancy number JID 1614 UNFPA APRO.  The deadline for application is : Monday, 22 August 2016
UNFPA will only be able to respond to those applications in whom UNFPA has a further interest.

UNFPA provides a work environment that reflects the values of gender equality, teamwork, respect for diversity, integrity and a healthy balance of work and life.  We are committed to maintaining our balances gender distribution and therefore encourage women to apply.

We offer an attractive remuneration package commensurate with the level of the position.

Notice: There is no application, processing or other fee at any stage of the application process.  UNFPA does not solicit or screen for information in respect of HIV or AIDS and does not discriminate on the basis of HIV/AIDS status.

       


Date Issued:
1 August 2016


Date Closed:    22 August 2016
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