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SUPPORT TO LIFE
www.supporttolife.org

DIAKONIE KATASTROPHENHILFE

www.diakonie-emergency-aid.org

VACANCY ANNOUNCEMENT: 
COMMUNICATION and PUBLIC RELATIONS OFFICER
Background

Support to Life (STL), a humanitarian aid agency with headquarters in Istanbul, works internationally on disaster preparedness, risk reduction, and relief and recovery projects in disaster areas.  As a strategic partner of Diakonie Katastrophenhilfe (DKH, www.diakonie-emergency-aid.org), STL acts as Regional Office for West and Central Asia.  

In order to carry out its communication, public relations and visibility tasks, STL is looking for a new team member.  Although based at STL office in Istanbul, the position requires some traveling in the region of West and Central Asia, particularly in Pakistan.
Job Description

Working in close collaboration with the Projects Department, the Communication and Public Relations Officer will be responsible for the following tasks:

A.  Public Relations
· preparation of press releases, fact sheets, magazine articles and similar communication and visibility material (based on ACT Alliance guidelines, where relevant)
· developing and maintaining a media communication list of journalists specialized in topics of relevance to humanitarian aid
· contacting and maintaining relations with the database/communication agency and the media follow-up agency of STL
· managing the information e-mail addresses of STL
· arranging interviews with media and press agencies
· conducting interviews where appropriate
· briefing of STL staff in the event of media exposure (especially in the case of an emergency)
· developing a communication plan for increasing visibility among companies

· selection of projects for CSR activities (including sponsorships and corporate volunteers)

· preparation of CSR folders for presenting to companies

· arranging and conducting meetings with companies for CSR projects
· making the necessary contacts for getting permissions for campaigns relevant to STL’s area of operation
· developing campaigns for fundraising and following the process
B.  Web-based Communication
· establishing a "corporate identity" for STL

· preparing texts for website, brochures, annual reports, flyers, photos and other communication material
· preparing and disseminating the quarterly newsletter

· periodically writing and uploading news on STL web site

· updating STL web site in a way that promotes the exchange of communication among members, partners, sponsors and donors
· giving input for the design and maintenance of other project web sites handled by STL

· archiving all PR-related materials including photographs
C.  Internal and External Communication
· developing media and communication tools for increasing membership to STL
· developing tools for increasing visibility of STL towards both current and potential donors and sponsors
· developing a membership database and maintaining communicating with current and potential members
· generating current information on projects to be used in external communication with potential members, sponsors and donors

· developing a media and communication plan to help position STL as one of the lead agencies in humanitarian aid in Turkey
D. Strategy and Policy Development

· leading the process for drafting a strategy on communication and public relations work as DKH Regional Office and STL
· closely communicating with Public Relations department of DKH in Stuttgart

· defining the role of DKH Regional Office in relation to both DKH HQ and DKH Project Offices in the region of West and Central Asia

· putting it into a work plan the strategy developed for increased visibility of activities in the region of West and Central Asia
· developing communication and visibility guidelines for STL/DKH field operations

· developing policy and procedures for media handling in emergencies

At times of disaster, the job description may change due to the arising needs of the emergency situation and may include campaigning and additional fundraising tasks.

Qualifications
· University education and training in a relevant field
· Minimum 5 years multi-sector experience in communication, public relations and fundraising projects
· Sound knowledge of and skills in communication tools, strategic planning, and policy development
· Excellent command of the English language
The following further qualifications are an asset:

· good media and press network
· creativity in writing skills
· ability and willingness to travel overseas
· effective communication, motivating leadership and interpersonal skills
· demonstrated understanding of and experience with the context of humanitarian aid
· good understanding of key principles of international NGOs including accountability, impartiality, neutrality, independence, partnerships, and intercultural understanding
· prior experience living and working in insecure and harsh environments
· strong commitment to team work
Applying
Please send your CV and Motivation Letter to isbasvuru@hayatadestek.org until 20 April 2011, 17:00 pm.  Interviews for shortlisted candidates will be held at STL Istanbul office.
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