SDF/Board/23/VI.d.01
Job Description and TOR for Manager, Communication & Knowledge Management
 (a) Job responsibilities:

· Communicate with stakeholders via Note-Verbale /letters /emails for purposes such as acknowledgement, follow ups, requests etc.

· Build/update database of all contacts (media, counterpart agencies, all stakeholders)

· Manage media relations including maintaining a network of key media, Chamber of Commerce, trade promotional bodies and developing press releases and media campaigns in SAARC Member States
· Manage Board related documents such as agenda and minutes

· Secretarial responsibilities including meeting arrangements, coordination and minutes.

· Responsible for SDF Annual Reports and Periodical Newsletters
· Develop outreach/communication strategy plans for the programs of SDF

· Manage agenda and minutes of Governing Council Meetings

· Routinely gather and monitor information from inside and outside sources about SDF and its work, and reports regularly on current events and activities of SDF

· Administer a media monitoring system (e.g., daily news clipping service) on selected issues pertaining to SDF's work or policies.

· Develop content for SDF website and updating the SDF website regularly with latest news/events

· Manage SDF Miniportal

· Any other communication/publication related documentation as per CEO’s instruction
Report to CEO and carry out any other responsibilities assigned by him.
(b) Qualification, skills and experience required: Interested candidates must
· Have a bachelor’s degree (specialized fields in Business Administration, Marketing. Economics or Media or Mass Communication), Master’s degree is preferred
· Have minimum of 6 years of relevant experience preferably in regional level
· Be between 25-35 years of age  
· Be a bona-fide citizen of a SAARC Member State i.e. Afghanistan, Bangladesh, Bhutan, India, Nepal, Maldives. Pakistan and Sri Lanka and 
· Have strong spoken and written communication skill in English. 
· Have sound computer skills (preference shall be given to the candidates having knowledge of graphic designing applications such as Photoshop or CorelDraw)

 (c) Remuneration: 
· Net (tax free) monthly salary of US$ 1,702.80 per month 

· Accommodation entitlement up to a maximum rental ceiling of US$ 350 per month

· Education allowance for two children up to class 12 or equivalent
· Medical reimbursements for self and family
· Home leave passage for self & family once in 24 months and other admissible joining expenses reimbursements. 
· Duty free purchase/import privileges in Bhutan.  
