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UNITED NATIONS HIGH COMMISSIONER FOR REFUGEES
Temporary Appointment VACANCY 
Title of Position:



Communications Assistant
Position Numbers:


Temporary Assistant position
Category & Level:


G-6
Location:



Global Learning Centre, 

Budapest, Global Service Centre 

Effective Date:



ASAP
Duration:



six months contract
Closing Date:



17 September 2010
Organizational context

The Global Learning Centre (GLC) is establishing its visibility and credibility with divisional counterparts, senior managers, funders and the staff at large.  This requires a combination of staff time and expertise in communications and fundraising.  The Communication Assistant position would assume the critical role of planning and creating key communications for the GLC, both internal and external as well as liaising with Division of Human Resources Management (DHRM), UNHCR Public Relations staff, the intranet, internet and Fundraising teams.  The incumbent of the position will also draft critical reports, articles and policies.  

Responsibilities

The Communications Assistant will work full-time with GLC’s senior management and the respective functional areas of the GLC to deliver the following objectives – taking into consideration existing (and emerging) global guidelines on communication and branding within UNHCR:

· Devising a communications strategy to be implemented over the coming 12-month period.  

· Design and pilot a GLC newsletter, publishing monthly over the first 6-month period.

· Assist senior GLC management in the drafting of policies and procedures.

· Collaborate with DRRM in identifying possible funding for particular programmes; draft special funding proposals and submissions.

· Work with the Instructional Technology sub-unit to develop a consistent look and feel for GLC products and communications.  This would include the development of related templates that include formats for written documents, power point based materials as well as co-leading in the development of a graphic design guide for UNHCR/GLC e-learning courses.

· Support the concrete design and layout of specific GLC learning products (e.g. manuals, CD-ROM label design as well as updating of existing training materials etc).

· Write a minimum of eight articles for internal UNHCR consumption that raises the strategic profile of GLC within UNHCR. The articles should target existing all staff newsletters and intranet based media.

· Draft critical reports and documents required for GLC’s governance bodies.

· Performs other duties as required.

QUALIFICATION/REQUIREMENTS
Education:
Completion of Secondary education.  Post secondary education in relevant subject such as jornalism, public relations, English or related fields would be considered an advantage.
Experience:
A minimum of 5 years of relevant work experience (i.e. experience as journalist (preferably in English), public relations, fundraising and/or executive assistant)

Languages:
Documented fluency in English (oral and written).

Other Requirements:


· Experience in designing and implementing communication strategies;

· Ability to multitask, prioritize, work under pressure and pay attention to details;

· Extensive experience using MS Word; 

· Experience with MS Publisher and/or Indesign for Apple Macintosh as well as Excel;

· Proven ability to deal with multiple tasks in a courteous and service oriented manner in a demanding working conditions that often have short deadlines; 

· Good communicator and a fast learner, with strong interpersonal skills to deal with staff members of various cultural and educational backgrounds; 

· Media design experience in areas such as development of communication formats and templates are preferred;
· Knowledge of another relevant UN languages;
· Prior UN/UNHCR experience will be considered an added advantage.  

Eligibility

Candidates must be legally present in Hungary at the time of application, recruitment and hire.

Submission of Applications

If you wish to be considered for this vacancy, please submit your application and personal history form (P11) by e-mail with “Application for the Communication Assistant (TA) position” in the subject line to: HQBSCAPC@unhcr.org by 17 September 2010. 
The Personal History Form (P11) is available at the following link: http://www.unhcr.org/recruit/p11new.doc
Only shortlisted candidates will be notified.
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