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Job Description
Job Title:
Job ID:

Communication Adviser and Speechwriter, Office of the Executive Director, ICS12 (P-5)
1847

Location:

Headquarters

Full/Part Time:

Full-Time

Regular/Temporary: Regular
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Rotation
This post is non-rotational.
Duration: One year (renewable)*
----------------------------------------------------------------------------------------------Main Tasks & Responsibilties
The purpose of the Communication Adviser and Speechwriter is to manage the communication of the
Executive Director through specialized knowledge and provide strategic communication support to
UNFPA senior management. Under the overall direction of the Executive Director, the Communication
Adviser is responsible for the following:
Draft speeches, statements, briefings and written communication for the Executive Director ensuring
high level of consistency, accuracy, content and presentation for a wide variety of audiences.
Liaise closely with other divisions, offices within the Fund and country offices to ensure timely and
relevant inputs into development of written communication for the Executive Director, and in other
matters of relevance of the Office of the Executive Director.
Maintain liaison with the Information and External Relations Division and other internal organs to
maximize strategic communications, and provide support in relation to advocacy efforts at the highest
level.
Monitor and analyse policy materials and developments within UNFPA and elsewhere, including the
press, United Nations and NGO reports, to stay abreast of developments and to ensure that these
developments are consistently and accurately reflected in written communications submitted to the
Executive Director.
Advise UNFPA colleagues on communication matters to ensure consistency, quality and impact of
UNFPA publications, and provide editorial direction to ensure strategic synergy in UNFPA
communications.
Supervise Communication Analyst to provide timely, accurate and relevant communication support to
the Office of the Executive Director.
----------------------------------------------------------------------------------------------Qualifications and Experience
- Advanced university degree in Journalism, Communications or Political Science, or its equivalent;
- 10 years of relevant professional experience, of which 5 years should be at international level;
- Ability to write effectively at speed and accurately;
- Lateral thinking and ability to synthesize complex material;
- Capacity to set priorities and meet deadlines, and ability to multi-task;
- Fluency in English required; knowledge of another UN language is an asset.
----------------------------------------------------------------------------------------------Required Competencies
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Core:
- Commitment to UNFPA Values and Guiding Principles;
- Developing People/Fostering Innovation and Empowerment/Performance Management;
- Team Work/Communication/Self-Management
- Strategic Thinking/Results Orientation and Commitment to Excellence/Decision Making;
- Knowledge Sharing and Continuous Learning
Functional:
- Organizational Awareness;
- Creating Visibility of the Organization;
- Leveraging Resources/Building Strategic Partnerships and Alliances;
- Job knowledge/Technical Expertise
----------------------------------------------------------------------------------------------UNFPA Work Environment
UNFPA provides a work environment that reflects the values of gender equality, teamwork, respect for
diversity, integrity and a healthy balance of work and life. We are committed to maintaining our
balanced gender distribution and therefore encourage women to apply.
----------------------------------------------------------------------------------------------Compensation and Benefits
This position offers an attractive remuneration package commensurate with the level of the post. The
package includes a competitive net salary plus cost of living adjustment, housing allowance, home
leave, health insurance and other benefits.
----------------------------------------------------------------------------------------------Closing Statement
Notice: UNFPA does not solicit or screen for information in respect of HIV or AIDS and does not
discriminate on the basis of HIV/AIDS status.
____________________________________________
*No expectancy of renewal in accordance with UN Staff Regulations 4.5
-----------------------------------------------------------------------------------------------
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