	_______________JOB PROFILE____________
Job framework

Job Title:
Press and Information Officer
Job location :
EU Delegation Dili
Area of Activity: 
Political, Press and Information Section

Category : 
Local Agent 

Job content

Overall purpose :

Will contribute to promoting the image and knowledge of the European Union, its Member States, values, policies and activities in Timor-Leste.
Functions and Duties :

· Liaise with Timorese and foreign media and organise activities with them to maintain and enhance good relations, including press conferences, media seminars, photo contests, etc. 
· Organise conferences, exhibitions, public diplomacy events, including with universities, CSOs, think tanks, EU Member States and international organisations. 
· Draft and distribute press releases in three languages (TT, PT, EN) and respond to media inquiries. 
· Prepare statements, public speeches, presentations and reports.
· Be a focal point for visibility & communication with regard to major events of the Delegation, including visits by key EU officials, project launches, exhibitions and similar events.
· Oversee visibility of EU-funded projects in coordination with the Communication Coordinator of the cooperation section in the Delegation.
· Make a weekly selection and summary of main items in the Timorese press.

· Feed the political section with relevant political analysis obtained from the press review.
· Serve as administrator of the Delegation's website and social media platforms (TT, PT and EN) and ensure that online contents are up-to-date.
· Produce online content for social media platforms in three languages (TT, PT and EN).

· Produce information & promotional materials, from developing concepts to dissemination (e-newsletter, brochures, testimonial videos, gadgets, etc.).
· Manage purchases and subscriptions and respond to public enquiries.
· Lead on negotiations with service providers and manage corresponding contracts.
· Manage Press and Information budget.

· Contribute to Press and Information annual work-plans and annual reports.

	              JOB REQUIREMENTS____________
qualifications and Experience 

A University degree in a field relevant for the functions and duties to be performed, preferably in Communications, New/Multi/Social Media, Political Sciences, International Relations and/or any other related field, and at least 3 years of working experience in areas related to the functions and duties to be performed. 
In the absence of a University degree, at least 6 years of working experience in areas related to the functions and duties to be performed.

Knowledge  

Specialist knowledge (know what)

· Good knowledge of the European Union and its main policies.
· Familiarity with the Timor-Leste media landscape.
· Well-developed sense for engagement with the media and the public, not only orally but also in written form through press releases, statements, public speeches, presentations and reports. 
· Keen interest for monitoring and analysis of political affairs. 
· Familiarity with the cultural scene in Timor-Leste and EU Member States' cultural institutions.
· Experience in the organisation of events. 
· Experience in contract and budget management is an asset.
· In depth working experience with the use of information systems, having full knowledge of the latest technological developments. 
· A strong interest for social media.
Technical knowledge (know how)
· Computer literate (knowledge of commonly used programmes such as Word, Excel, MS Project, PowerPoint, etc.). 

SKILLS

Linguistic skills 

· Excellent command of Portuguese, Tetun and English (written and spoken).

Communication skills

· Excellent communications skills with external and internal contacts.
· Ability to produce tailor-made contents for the press and main social media platforms.
Interpersonal skills

· Ability to work as a team member with good inter-personal skills.
· Ability to work in a multicultural environment.

· Good presentation skills is an asset.
Intellectual skills 

· Fully independent in drafting of official correspondence and report writing.
· Capable to clearly and efficiently conceptualise ideas and approaches.
· Capable of producing high quality results within often tight deadlines.

Management skills 

· Capacity to focus on priorities and to organise work to deliver on time.

· Ability to negotiate at all levels in a multicultural and multilingual environment.

PERSONAL QUALITIES

· A keen interest in promoting cooperation between Europe and Timor-Leste and Europe and SE/Asia.
· A keen interest in international relations and political analysis.

· The job might involve some travelling both within Timor-Leste and abroad.




