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Fund-Raising and Communication Assistant
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MAJOR DUTIES AND RESPONSIBILITIES

· Identify new sources of funding from and partnership with private industries, foundations, civil groups and other organizations, and advise the Representative on possible approaches;

· Promote UNODC activities and programmes with parliamentarians and related organizations;

· Promote partnership and joint ventures with international financial and other institutions;

· Maintain contacts with counterparts and promote the image of UNODC through presentations and represent the office in meetings, conferences, etc;

· Assist in the evaluation of fund-raising strategies and campaigns recommending adjustments whenever necessary;

· Draft work plans on communication strategies for UNODC;

· Draft regular proposals for media activities to support UNODC;

· Oversee the development and implementation of mobilization and promotional campaigns related to projects supported by the program and, in consultation with the Administrative area, organize especial events and accompany visitors in field trips related to the Communication area;

· Compile and maintain a contact list of top reporters and media outlets in the country/region, including specialized reporters or editors for daily and weekly newspapers, radio networks and news programs, television networks and news programs, and specialized magazines;

· Build-up a network of journalists who are regularly following UNODC activities and covering drug and crime-related issues;

· Assist the UNODC Regional Office in the establishment and maintenance of institutional relations, acting as focal point for media contacts, organizing press conferences and other appointments as appropriate;

· Prepare and distribute situational reports, press releases and other communication products on project activities, major Brazilian political, social and economic developments, organized crime, drug-related and other issues of interest;

· Provide regular reports summarizing the state of drugs and crime related media activities and the state of public knowledge and interest in those issues, as well as monthly reports on their activities;

· Respond to questions and requests of information, acting as focal point to provide information, research material and publications to the public;

· Coordinate the updating of the UNODC website;

· Assist in the production, launch and distribution of reports and other information material, publications, releases, newsletters, folders, presentations etc., coordinating the operational level by identifying and working with external resources (editors, art professionals, print houses, translators etc.);

· Assist in the creation of scripts and production of audiovisual material (e.g. films, videos, photographs, multimedia and radio spots), overseeing the qualitative aspects of production and its accordance with the UNODC mandate and priorities;

· Coordinate the maintenance of Communication files (photos, CD-ROMs, videotapes, publications etc.); 

· Supervise interns and consultants as appropriate;

· Assist in other tasks as requested.

BENEFITS AND REMUNERATION

Benefits include health/dental insurance and pension fund 

Net Salary: R$5.800,00

Working hours: 37,5 hours per week.

MINIMUM QUALIFICATION REQUIREMENTS

· University degree in political or social sciences, business management, international relations, communication or any other relevant area of knowledge related to the job description;

· Professional experience involving technical cooperation, public relations and/or fund raising;

· Experience in the Advertisement / Marketing, Public Relations or Private Sector Fundraising. High-level business contacts experience.

· Knowledge of the UN System an asset; 

· Excellent communication and negotiation skills;

· Experience in drug control and crime prevention related activities an asset;

· Fluency in Portuguese and English required, knowledge of Spanish desirable;

· Working knowledge of computer software: text and image editing (MS Office, Corel applications, Adobe applications) for printed documents and Internet.

APPLY TO:  UNODC Representative

UN candidates - Applications (introduction letter and CV, in English) will be considered only if accompanied by the most recent Performance Evaluation Report.

Please send your application in English (introduction letter and CV) to:

UNODC - United Nations Office on Drugs and Crime

UNODC Representative

unodc.brasil@unodc.org.br
DEADLINE: 27 March 2006
