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PROJECTS ABROAD Vietnam
JOB DESCRIPTION

Job Title: Communication Officer
Reports to: Country Director and Global Information Office 
Location: Hanoi,Vietnam
Employee Category: Full Time based in Hanoi
Date: 10/10/2014
JOB SUMMARY
Plans, directs, and coordinates the information management and public relations functions of Projects Abroad Vietnam. The nature of the position entails frequent, timely and effective communication with volunteers, colleagues in destination and overseas offices. The main objectives of this position include:managing, maintaining, updating, organizing and disseminating information; coordinating “one of a kind” cultural experiences for volunteers, promoting the work of Projects Abroad Vietnam and liaising with various stakeholders to ensure that the mission of Projects Abroad is fulfilled. Our fundamental mission is to provide support to critical areas and promote a cultural exchange that will benefit both our volunteers and the communities in which they work. The job is busy and can be physically demanding so you should be prepared to work flexible hours and be willing to travel within and outside Vietnam if necessary.

JOB DUTIES AND RESPONSIBILITIES

It is the responsibility of the Communication officer to:

· Liaison with the GIO for all related activities in Vietnam
· Reporting notable events in Vietnam
· Interviewing, photographing (and videos), reporting volunteer experiences and project updates
· Covering events that Vietnam office attends and arranges (socials, outreaches, seminars, workshops dirty days etc)

· Alerting the office on notable events in and around Projects abroad worldwide

· Maintain effective communication between the overseas office/swhere necessary
· Coordinate social and cultural activities for volunteers
· Develop and execute social media strategies (short, medium and long-term) to ensure that Projects Abroad Vietnam is promoted at all levels
· Develop evaluation methods to measure the effectiveness of information management in Vietnam
· Build a strong relationship and ensure a rich cultural integration of volunteers
· Prepare monthly calendar of activities/ holiday (public and school) calendar 

· Develop strategies to promote the work of Projects Abroad Vietnam (media engagement)
· Write press releases as necessary
· Assist other staff members to organize social activities

· Update facebook and other social media platforms weekly – pictures, videos, weekly summary, Monday morning questions on facebook
· Ensure all correspondence with volunteers is noted in TAGOS notes

· Develop and maintain a filing system for information management related activities
· Develop and maintain a database of pictures (placement, placement activities, host families, social and cultural events etc.)
· Represent Projects Abroad Vietnam at meetings, workshops, seminars, presentations, interviews as necessary
· Regular visits to placements and volunteers
· Complete and upload at least two blogs each week

· Assist in ensuring that proper branding guidelines are followed
· Prepare monthly newsletter

· Coordinate volunteer stories, pictures and videos (upload videos to filezilla) – at least few stories each week and clips for video each week
· Identify future Projects Abroad representatives

· Office based administrative activities
· Support some Projects Abroad Vietnam’s projects
· Any other duties assigned and directed by the Country Director/ GIO
QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the experience, knowledge, skills and abilities and personal attributes required. 

Education and/or Experience

Bachelor’s Degree or equivalent in Communication, Public Relations, Journalism, Research, Marketing or any other related field with at least 2 years experience preferably with international culture.
Knowledge 

· Proven ability to plan and execute events and activities for a culturally diverse group as well as community interventions and partnership building among stakeholders at all levels

· Experience in developing materials such as brochures, newsletters, pamphlets, videos, photos and interviews
· Experience in information management

· Proficient in the use of Microsoft Word, Excel, PowerPoint, internet and social media platforms
· Ability to plan public relations events

· Proficient with the use of Camera and Video Recorder
Skills and Competencies

· Fluent in Vietnamese and English, both spoken and written; an excellent communicator with people of all ages and cultures
· A critical and strategic thinker

· Sociable personality with excellent customer service skills

· Enthusiastic to work with different cultures and relish the opportunity to work in a challenging environment

· Be pro-active and able to multitask, plan and execute independently in a timely manner 

· A team player who enjoys working as part of a team

· Able to operate high tech camera equipment to record and capture images

· Ability to speak a foreign language such as French will be an asset

· Proficient in the use of Microsoft Word, Excel, Photo Shop, PowerPoint , SSPS, Internet as well as the main social media platforms (Facebook, Twitter, YouTube)

· Strong analytical and research background

· Creative and able to design newsletters, flyers, reports 

· Strong interpersonal skills

· Ability to work under pressure, meet short deadlines and multi-task

· Decision making

· Attention to details and high level of accuracy

· Excellent organizational skills

Personal Attributes

· Be honest and trustworthy

· Be respectful

· Be tactful

· Cultural awareness and sensitivity

· Be highly flexible

· Demonstrate sound work ethics

Job Location:  Outdoors(50%)


Indoors(50%)

Environmental Conditions
There are no extra-ordinary conditions in the working environment
Health and Safety

With no extraordinary risks in the working environment

Machines, Tools, Equipment and Work Aids

Computer/ laptop, mobile phone, camera equipments, table and chair
Job Performance Evaluation

Your job performance will be evaluated once per year (October). You will be evaluated on your duties and responsibilities, professionalism (punctuality and attendance for meetings etc.; organization; leadership; interpersonal relations and cooperation) and commitment to results (job knowledge/skills; quality of work/productivity; quantity of work; communication and judgment).
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