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The United States Government, represented by the U.S. Agency for International Development (USAID), is seeking applications from qualified individuals for the position of Development Outreach and Communications Assistant for its Mission in Liberia.

VACANCY #:	             669-12-00009
[bookmark: _GoBack]
OPEN TO:		ALL INTERESTED CANDIDATES 
Current employees serving a probationary period are not eligible to apply.

POSITION:		Development Outreach and Communications Assistant

OPENIING DATE:	August 31, 2012	

CLOSING DATE:  	September 14, 2012

SALARY:                   	Ranging from US$14,809.00-US$22,219.00 p.a. depending on experience, qualifications and salary history

WORK HOURS:	              Full-time: 40 hours/week
	
BASIC FUNCTION OF POSITION:
The Development Outreach Communication Assistant (DOCA) will assist the Senior Development Outreach Communications Specialist in implementation of the USAID Liberia Communications Strategy to increase awareness of USAID assistance to Liberia among target audiences.
The DOCs will be involved in the creation and dissemination of communications messages, planning of outreach events, and performance reporting communication. 
This position will require close collaboration with the USAID Liberia Technical Teams, implementing partners and other donors, US Embassy Public Affairs Section (PAS), and may require interaction with senior level officials within the USG.  The incumbent will demonstrate high-level organization, initiative, and writing skills to ensure the timely and accurate development of communication products to highlight USAID assistance to Liberia.   

MAJOR DUTIES AND RESPONSIBILITIES: 
Work with the Senior Development Outreach Communication Specialist (SDOCs) to manage and support outreach and communication efforts.  Specific activities include, but are not limited to, the following:

1. Implementation of the comprehensive USAID Liberia Mission Communications Strategy that recognizes the complex set of constituencies to be addressed, with the goal of increasing awareness and understanding of and support for USAID programs among Liberian and International target audiences.
2. Gather information for, and contribute to, the development and maintenance of public relations materials, including briefing books, brochures, fact sheets, newsletters, presentations, press releases, media advisories, articles, and other documents. Information gathering will require collaboration with technical teams and implementing partners.
3. Work with the SDOCs to gain required USG clearance for information to be disseminated to target audiences, including counterparts, beneficiaries, donors, local and U.S. public, local and international press and media. Work with the SDOCs to ensure the high quality of materials produced for dissemination.
4. Assist the SDOCs in developing and maintaining a library of USAID Liberia documents and media, including briefers, success stories, digital photo and video archives, PowerPoint presentations.
5. Establish and maintain relationships with local media, in conjunction with PAS.
6. Monitor local and international press coverage, awareness, and attitudes towards USAID programs and monitor effectiveness of the communications strategy. Provide feedback to inform ongoing activities and future programming.
7. Maintain calendars of USAID program events and communications activities in close coordination with Technical Teams, implementing partners, and other USAID Offices.
8. Conduct fact-finding trips and accompany technical staff on site visits to the field to get to know projects and capture success stories for dissemination through digital and print media, press, and to build briefer library. 
9. Participate in website quality control such as ensuring links are functional and pages are loading properly. Develop and implement a marketing plan which maximizes the number of visitors to the sites. 
10. Assist the SDOCs in planning and leading activities to present USAID Liberia programs to the public.
11. Assist the SDOCs in managing all USAID Liberia branding efforts and ensuring they conform to USAID Branding and Marking regulations. Assist USAID staff and contractors in developing appropriately branded, high quality materials to promote USAID programs to target audiences and media, including outreach folders and fact sheets, newsletters, brochures, websites, photo essays, and video.
12. Assist the SDOCs in planning site visits by official visitors from the U.S. Embassy, USAID/Washington, and other agencies. Coordinate VIP site visits as necessary. Assist in the preparation of schedules, briefing materials, scene setters, briefings with partners, constituents, and other donors. Manage all logistics related to visits and accompany visitors as required.
13. Coordinate field travel and public affairs activities of the USAID Liberia Mission Director and Deputy Mission Director as well as the U.S. Ambassador and Deputy Chief of Mission for USAID Liberia events.
14. In conjunction with the SDOCs, PAS, Mission Director, technical teams and implementing partners, organize and coordinate press events for USAID projects, such as inaugurations, ribbon-cutting, and completion of projects, including writing press releases, organizing background briefings for media, compiling and disseminating press packets, dealing with protocol issues, site selection, staging and logistical issues, identifying and scheduling speakers, liaison with U.S. and local government officials and on-site coordination of media. Follow-up with media to ensure coverage of public events.
15. Work with technical teams and partners to develop and produce success stories documenting personal accounts of how USAID Liberia projects positively impact the lives of beneficiaries.  
              Perform other duties as assigned or required.

QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE:

a. Education: Bachelor’s Degree in Communications or related field is required.    

b. Prior Work Experience:  3 years’ experience working in communication or related field. Work experience that demonstrates planning, organizational, and, especially, strong writing skills is required.

c. Language Proficiency:  Fluency in English, written and spoken.  Fluency in American English is preferred.  Must be able to write at an advanced level.
	        
d. Knowledge: Knowledge and understanding of international development and related program management is advantageous.  Knowledge and understanding of implementing communications strategies is helpful.  

e. Skills and Abilities: A high level of analytical skill, strong writing and editing ability, and sound judgment are required.  Incumbent should have strong interpersonal skills and be able to work toward and manage deadlines.  Proficiency with Microsoft Office is required. Working knowledge of Adobe Photoshop and Apple iMovie is helpful.  Must be a self-starter and be able to work under pressure.

ADDITIONAL SELECTION CRITERIA: Management will consider nepotism/conflict of interest, budget, and visa status in determining successful candidacy.

HOW TO APPLY:
       Interested candidates for this position should submit the following:
1. A clearly typed application letter which briefly summarizes why you believe you are qualified for this position.
2. Resume
3. The names and contact details of three references that can attest to applicant’s professional qualifications and/or work experience.

SUBMIT APPLICATION TO:
The Development Outreach and Communications Assistant
USAID/Liberia
C/O American Embassy
Gate Number 3, Mamba Point
Or by E-mail to: Monrovia-HR@usaid.gov









Drafted by: A. Mangou-Koon
Cleared by: S. Browne
Cleared by: J. Prudhomme
Approved: R. Hicks
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