Duty Station:



Position Title:
Sub-Offices Liaison and Cluster Reporting Officer

Classification:

General functions:
Under the direct supervision of the Chief of Mission and in close collaboration with the Emergency Shelter Cluster (ESC) Coordinator, the incumbent will be in charge of public information activities of the Mission, in particular, she will:

1. Advise the Chief of Mission and ESC Coordinator on public information activities, prepare regular written reports on coordination activities, programs and events for submission to Headquarters (including Sitreps and Meetings  Notes) and other external stakeholder.

2. Assist in the liaison with donors to National Agencies and NGos

3. Support liaison with stakeholders on ESC activities

4. Assist in the preparation of statements to the media and donors as well as supervise the preparation of programme report, news releases, newsletters, etc.

5. Assist in the promotion of Cluster activities with all actors in Pakistan and facilitate their reporting.

6. Assist in supervising and coordinating the in house production of printing documents, posters, reports, etc.

7. Support the implementation of information dissemination programmes directed at migrants and potential migrants, as well as providing advice on project development.

8. Support the Information Management Unit as required by ESC Info Manager.

9. Perform such any other related duties as may be required.

Desirable Qualifications: 
University degree, preferably in Journalism, Political or Social Sciences, Law, and/or International 
Education, experience 
Relations, International Public Policies or alternatively, an equivalent practical experience.  

Three years experience in:
 and competencies:
the media or within the press office of a large organization.  Proven track record in establishing and maintaining strong working relationships with key national, governmental, diplomatic authorities and national and international institutions.  Good knowledge of current migration issues and background in humanitarian work is desirable.  Basic computer skills.  Ability to supervise and direct staff.


Excellent written and verbal skills.  Strong strategic and creative thinking.  Personal commitment, flexibility, efficiency and respect for diversity.  Ability to work effectively and harmoniously with colleagues from varied cultures and professional backgrounds.

Languages:
Thorough knowledge of English.

