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Job Title:
	Communications/Administrative Officer (CSO-RISE – Civil Society Organisations in Research and Innovation for Sustainable Development)

	Directorate: 
	Programmes, Innovations & Campaigns
	Salary Level
	SM 1






	Reports directly to:
	Project Manager with matrix relationship to HR/Admin Manager, Communications &PR Manager
	
	

	Location:
	[bookmark: _GoBack]Accra

	Directly supervises:
	None

	

	Job Purpose:
(State major reason for the position)
	The role is responsible for providing communications and administrative support to the CSO-RISE project in line with EC procurement and visibility requirements. The role will also manage all social media activities and engagements of the project.


	Accountabilities

	Key  Responsibilities: (List the major responsibilities the job holder is expected to perform)
	Key Activities

	Communication and Digital Information Management 

	· Write impactful and page-turning stories for publication in AAG’s newsletters, fliers, and other communication materials for advocacy and campaign work.
· Assist in the development and implementation of a communications strategy to guide the project’s operations.  
· Edit articles, change stories and press releases for publication on the Project. 
· Provide support for photography and video recording of the Project’s event launches and project visits.
· Support with the development and editing of annual reports and research materials of the project to meet AAG’s publishing guidelines and acceptable professional standards.
· Monitor the Project’s interventions on internet portals and blogs. 
· Organise coverage for the Project’s events in the media and assist with identifying opportunities for consistent media coverage and strategic media engagements.  
· Support and provide contents to AAG Communications Manager to regularly update AAG’s social media accounts – Twitter and Facebook – with current, fresh and engaging contents about the Project.
· Develop a matrix for effective media monitoring and update of media contacts, and support to forge closer partnership with the media for greater project visibility.
· Support with writing media statements and selling media stories to AAG’s key media houses and scout for new contacts.  
· Provide communication support to the project implementing regions to develop information and communication materials for advocacy.  
· Monitor, organise and file cuttings of AAG stories and related project reports from newspapers.


	Advocacy


	· Assist with the development of documentaries for development advocacy and campaign work.
· Help with the preparation of speakers and interviewees for media   
engagements and event appearances.
· Assist in the general management of the communications for the project team

	Administrative
	· Ensures effective utilization and maintenance of the Project’s assets
· Drafts relevant administrative memos and letters
· Ensure effective organization of meetings and conferences
· Maintains an effective administrative system to ensure smooth running of the project
· Arrange all logistical support needed by the Project team for effective project implementation

	Procurement
	· Supports procurement activities in accordance with the organisation’s procurement guidelines
· Coordinates all outsourced services for the project team
· Draft contract agreements for contractors/sub-contractors
· Monitor and supervise contracts to ensure adherence to contract terms/standards
· Maintain and annually update contractor’s database for the project

	Inventory management
	· Coordinate quarterly updates of project’s assets register and insurance policies
· Coordinate disposal of assets in accordance with laid down regulations

	Hospitality, fleet, logistics, and utility management
	· Coordinate local/international travels of project team and stakeholders 
· Coordinate visa processes for staff and other stakeholders
· Monitor utilities usage to avoid waste
· Analyse administrative costs and advise on efficient measures to ensure value for money


	Safeguarding/ Child Protection Responsibilities
	· Be abreast with ActionAid’s safeguarding policies, including our child protection policy and ensure full compliance with its provisions.
· Educate community members, staff and partners on safeguarding polices  and other relevant regulatory frameworks of ActionAid Ghana.
· Ensure strict adherence to data protection laws of Ghana and within the donor contract.

	Typical People Management Responsibility 

	Approximate number of people managed in total
	n/a

	Approximate number of people matrix managed: (projects/dotted line)
	n/a

	Team Leader (Yes/No)
	No

	Grandfather- manager of Team Leaders (Yes/No)
	Head of Programmes, Campaigns and Innovations

	Relationships/Assets maintained

	Internal Relations (Describe level and nature of contacts with AAG)
	Country Leadership Team, Senior Management Team, Project Staff, AAG Fundraising and Communications Team, Regional Programme Managers, Staff

	External Relations (Describe level and nature of contacts outside AAG)
	National Partners, MDAs, CSOs, Public Institutions, Partner Organizations, Service Providers

	Responsibility for Assets (Describe types of assets directly handled or supervised)
	Computer and accessories, telephone handset, office desk, chair, cabinet, and any other assigned to you.

	COMPETENCIES:

	EDUCATIONAL QUALIFICATION (State minimum entry educational/professional qualification required by the position).
	1st Degree in Communications Studies / Management Studies/ Business Administration+ 3 years work experience 

	TECHNICAL (State core job knowledge/skills required for successful execution of the job)
	· Knowledge of Logistics and Assets management principles
· Knowledge of Computer skills
· Knowledge of Events management concepts
· Knowledge of Travels management procedures
· Website and social media management
· Contracts management and photography
· Relationship Management
· Good communication skills 
· Quality report writing skills

	PERSONALITY (State core personal attributes required for successful execution of the job)
	· Openness
· Detail Orientation
· Proactive 
· Warmth 
Reliability
Risk Orientation
Reaction time
Proactive
Team player
Quality of output


	

	Competency Profile

	Competency
	What it looks like

	Openness
	Ability to state opinions and feelings

	Detail Orientation
	Ability to pay attention to details

	Proactive
	Ability to take initiatives and good judgements

	warmth
	Must have a friendly disposition and be easily approachable

	Reliability
	Ability to keep to time and other commitments, delivers commitments made to others.

	Risk orientation
	Ability and willingness to take risks and accept consequences.

	Reaction time
	Ability to think on one’s feet and react appropriately to situations.

	Proactive
	Ability to identify and exploit opportunities and in taking pre-emptory action against potential problems and threats. 

	Team player
	Ability to work effectively in a team, and complement efforts of others for high productivity

	Quality of output
	Consistent high-quality work; virtually error proof and within defined targets
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