
Communications Assistant

Location:  [Europe & the Middle East] [Jordan]

Town/City: Amman

Category: Communications

Job title: Communications Assistant

JOB PURPOSE:

To support the Advocacy and Communications department to deliver the communication

activities of World Vision Syria Response: Support office communications; donor communication

and internal communications. 

MAJOR RESPONSIBILITES:

Support the Communications Coordinator and Public Engagement & Communications

Manager to produce a steady flow of communication resource (stories and pictures) on

local programs and projects to support donor deliverables and WVI initiatives which

mobilize resources that contribute towards realization of WVSR Strategy Outcomes

Provide support on internal communication efforts such as newsletter, media report to

the Public Engagement & Communications Manager

Provide support with uploading all communications relevant content on internal

platforms of WV, including Content Flow, SharePoint/Box and others

KNOWLEDGE/QUALIFICATIONS FOR THE ROLE
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 This is the foundation of the job description. It conveys the complexity, scope and level of responsibility of the job. As such, it is important to describe the duties and responsibilities as accurately, concisely and completely as possible. There are three sections in which to document. They are broken up into percent of time, activity and end results. When developing this section group the responsibility into 3 to 5 buckets that capture the main components of the role. It is helpful to divide the tasks and/or responsibility into daily, weekly, monthly, quarterly or annual to aid in understanding the amount of time each area of responsibility will take. Each main responsibility should include related tasks in the delivery of each responsibility. Next, list the expectation of how each responsibility will be carried out under End Results. End results should be measurable, and time bound and written in a manner that can inform the development of annual performance objectives. All components of the job description should be written in a manner that a layperson can understand, with all acronyms spelled out the first time they are used within the description.#MAJOR_RESPONSIBILITES
 Knowledge skills and abilities allow the recruiter and the candidate to understand what experience is required in order to be successful in the role. It should be listed as the minimum amount of education and experience required. Knowledge: The level of education, experience and training an individual must have at minimum to be considered qualified for the position. Skills: The proficient manual, verbal, or mental manipulation of data or things. Specific skills such as ability to create, manipulate and utilize spreadsheets, word processing programs, or proficiency in a second language. Abilities: The competence to perform an observable behavior or a behavior that results in an observable product, e.g., organize or plan work or coach and mentor others. #KNOWLEDGE_QUALIFICATIONS


Required Professional Experience

At least 1 years’ experience in administrative role supporting the Communications

department, or other relevant experience with children 

Solid verbal and written communication skills in English and Arabic 

Good experience in writing story content based on target audience (SO’s, donors,

boards and Swazi community.

Fluency in computer programs (Word, Excel, Power Point)

Knowledge and ability to take pictures

Basic understanding and experience of development work

Ability to deal with people in a respectful and honest manner

Ability and willingness to work long hours when required; 

Self-motivated, innovative, and ability to work under pressure;

Experience in communications and PR with international NGOs.

Should deal with information flow that needs fast processing

Required Education, training, license, registration, and certification

Minimum: Diploma in Communications. languages and/or related filed

Preferred: Bachelor’s Degree is an added advantage
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Travel and/or Work Environment Requirement; Yes 20% of their time

Language Requirements; English and Arabic
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