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     East Asian–Australasian Flyway Partnership

 Terms of Reference for Communications Coordinator
[Job Description]

JOB DETAILS:
· Location: EAAFP Secretariat, Incheon, Republic of Korea 

· Department: Communication Team, EAAFP Secretariat  

· Reporting to: Communication officer
· Type of contract: Full-Time one year contract
· Work hours: 09:30 – 18:30, Monday – Friday   
BENEFITS:
· 15 days of annual leave per year (excluding Korean national holidays), Social Insurance Premiums (National Pension Contribution will be paid monthly, shared equally between the employee and the employer). Retirement fund provided in accordance with relevant laws of the Republic of Korea.
APPLICATION DETAILS:
· Application submission deadline: 18:00, 7 June, 2024, Friday (Korean Time)
· Required application documents: 
· EAAFP Job Application Form
· Cover Letter
· Curriculum Vitae (CV)/Résumé

· Portfolio of communication-related work (YouTube channel, blog, social media page, visual design)
· Reference Letters (Optional) 

· Interview: 12 June, 2024
· Expected starting date: Early July 2024 (Negotiable)  

POSITION SUMMARY:
The Communications Coordinator position is based at the EAAFP Secretariat in the Republic of Korea. The primary purpose of this role is to enhance EAAFP's communication outreach through effective content creation, publication management, and social media coordination. This position supports the Secretariat’s strategic goals by increasing visibility and engagement with key stakeholders, including national Partners, site managers, and collaborators within the East Asian–Australasian Flyway Partnership.
ESSENTIAL DUTIES AND RESPONSIBILITIES:

Publication & Graphic Design Support:

1. 
Design CEPA (Communication, Education, Participation, and Awareness) related materials, including brochures, posters, and flyers, ensuring sufficient quantities are available.

2. 
Coordinate publications and liaise with service providers to ensure high-quality deliverables are supplied on time.

3. 
Collaborate with the Communication Officer (CO) to lead content design and creation for the EAAFP website and social media channels, including thumbnail covers and banners.
Website, Social Media & eNewsletter Content Coordination:

4. 
Proactively manage and update the EAAFP website (WordPress), including writing and reviewing articles with the CO.

5. 
Coordinate the regular publication of content on social media platforms (e.g., Facebook, Instagram, Twitter), promoting website articles and local/international events.

6. 
Edit and coordinate content with the CO for the quarterly e-Newsletter and organize past content for quarterly uploads.

7. 
Monitor and analyse engagement with CEPA materials on social media, adjusting strategies to enhance outreach.

Photography & Video Editing Support:

8. 
Manage EAAFP’s Flickr and YouTube accounts, ensuring raw data is appropriately published on the EAAFP website and social media channels.

9. 
Create and edit videos of interviews or speeches using the Adobe suite for EAAFP events.

Flyway-wide Activities Support:

10. Coordinate and organize EAAFP meetings and activities, particularly World Migratory Bird Day, Meetings of Partners (MoP), and other flyway-wide events.

11. Participate in CEPA activities, including educational presentations and booth setup.

Intern Supervision Support

12. Assist in the onboarding process for interns, providing guidance on protocols, tasks, and goals.

13. Act as the primary point of contact for interns, addressing questions and providing support throughout their internship period.

14. Collaborate with the CO to identify opportunities for intern involvement in projects and tasks.

Communication Support and System Management:

15. Support the CO with routine administrative work, such as preparing correspondence, addressing Partners’ requests, and troubleshooting IT-related issues (e.g., social media account maintenance, app-related problems, server concerns).

16. Coordinate the updates of Standard Operating Procedures (SOPs) for software used by the Communication Team, using tools like Scribe.
QUALIFICATIONS & SKILLS
· Educational Background: A degree in Communications, Graphic Design, Public Relations, or a related field.

· Skills and Competencies: Proficiency in graphic design software (Adobe suite), content management systems (WordPress), and social media platforms. Strong writing, editing, and analytical skills.
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