Local Agent (LA) - Job Number 2119
JOB PROFILE 

Job Framework

Job Title: 
Cooperation Communication Coordinator – Communication, visibility and monitoring Officer
Job location:
Delegation of the European Commission to Mozambique 
Area of Activity:
Cooperation, Communication, Evaluation

Category and Career:
Local Agent, grade II

Job Content

Overall purpose:

Under the responsibility of the Head of Cooperation and/ or another staff member duly appointed, to assist on the management of the actions under the Unit's responsibility.

Functions and Duties:

Communication and visibility
· Under the supervision of the Head of Cooperation, assume the tasks of the Cooperation Unit's focal and contact point with HQ for communication and visibility-related issues ("Communication Correspondent - ComCord"). 

· Formulate, implement, regularly review and report on the Delegation's Communication and Visibility Strategy and Action Plan, together with the Press and Information Officer (PIO) under the guidance of the team leaders and the Head of Cooperation.  

· Participate to and report on the Delegation's Communication core group. 
· Provide operational Programme Managers and project staff in charge of visibility and communication with periodic information and technical support to ensure the implementation of the Delegation's Communication and Visibility Strategy and Action Plan, including good communication practices, DEVCO's strategic communication priorities, major campaigns and events, call for stories/case studies and other developments, support to the drafting and implementation of communication and visibility plans by specific EU-financed aid programs and projects. 
· Work closely with the Press and Information Officer to ensure that the content of the Delegation internet web pages and social media accounts relating to development issues is regularly updated. Propose, design and coordinate press/media actions in collaboration with relevant project managers, including at the occasion of the Unit's staff missions, produce or support production of cooperation-related press releases, press packages and briefings, articles and background papers and other materials needed for media-relations in co-ordination with the Press and Information Officer and under the supervision of the Head of Cooperation. 

· Identify news, success stories, visuals and case studies with communication potential generated by the Delegation and bring these to the attention of Headquarters in a timely fashion.
· Manage information, visibility, communication and publications projects through contracts and procurement including selecting, negotiating and monitoring the operational and contractual aspects of the project. 

· Act as operative initiating officer in the framework of the financial procedure for information and communication actions. Ensure the evaluation and exploitation of the project results.

Monitoring and evaluation 

· Provide timely information to programme managers, report on and coordinate all activity related to evaluation and monitoring of projects and programmes managed by the Cooperation Unit.
·  Act as the Result-Oriented Monitoring (ROM) Focal Point in the Delegation, being the main interlocutor for the ROM Coordinators and coordinate with the cooperation unit in the Delegation.
· Coordinate and assist monitoring and evaluation activities within Cooperation unit, including reporting on overall portfolio performance for strategic decision making.

Support to Translation

- Assist colleagues with drafting correspondence and/or small texts in Portuguese. 

Project assistance

· Support the preparation and launch Call for Proposals, and support the proposals evaluation process. Assist with the management of approved projects when required, and process payment and closure orders and financial reports. 
· Assist, when necessary, in other areas of work in the Cooperation Unit.  

JOB REQUIREMENTS

Working experience and education 

- At least 5 years of experience working in communication for development or communication. 
Experience in project management/monitoring and evaluation is an asset. 

- Strong asset: University degree or equivalent in communication, social studies or equivalent.
- Proficiency in using IT tools for reporting is essential (word, excel, outlook). Skills in web-content and infographics creation are an asset.
Language and communication skills:

· Excellent written and spoken Portuguese.

· Excellent written and spoken English as a second language.

· Capacity to communicate and summarise complex matters, both orally and in writing.

· Ability to communicate confidently with colleagues and important external contacts.

Intellectual skills:
· Excellent drafting skills, for reporting and for social media (different registry).
· Analytical and creative skills, ability to think strategically.
· Capacity to focus on priorities and to deliver tasks to a deadline. 

· Good organisational skills.
Interpersonal skills and personal qualities: 
· Team work: ability to build cooperative working relationships within the Unit and with other Delegation Sections.

· Strong proactivity and flexibility.

· Ability to work under pressure and respond quickly to new demands.
· Commitment to quality, speed and attention to details in performing duties.
