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WWF South Pacific Programme Office

JOB DESCRIPTION
	Position title
	Communication Manager

	Department
	Communication Unit

	Location
	Suva, Fiji

	Position title of supervisor
	Representative

	Position title(s) which also report to supervisor
	HR Manager, Finance & Administration Manager, Conservation Director, Monitoring Evaluation and Fundraising Support Officer

	Positions titles that report to this position
	Communications Officer, Graphics Officer and Volunteer / Internship

	Hours
	37.5 hours per week

	Grade
	D

	Contract period
	

	Date position description approved
	

	Approved by
	Representative


I Organisational background:
The WWF South Pacific Programme (SPPO) is a prestigious and innovative regional programme delivering conservation of priceless biodiversity, climate change adaptation, and social and economic benefits to the Pacific region, one of the world’s most valuable and picturesque natural and cultural treasure troves.

It leads the implementation of WWF’s priority programme activities for the Coral Triangle Network Initiative, Climate and Energy Programme and Smart Fishing Network Initiative.  Fiji is the priority location for field programs implementation whilst partnerships and policy work are facilitated at the Pacific regional level.  Engagement with the key regional level organizations, donors and stakeholders in the Pacific are coordinated and effective on the  issues of (i) Climate Change; (ii) Offshore Fisheries; (iii) inshore fisheries and MPAs; (iv) marine species conservation; and (v) GAA engagement.  The desired policy messages and changes are communicated and supported in their adoption for a wider sustainable management of Pacific Islands region resources. This is undertaken in line with and in support of Pacific Island Government priorities in an inclusive and harmonized manner. 

Under the 2010 – 2014 five year strategic plan, WWF-SPPO is focusing its  efforts in achieving healthy, recovering and resilient marine ecosystems that provide improved biodiversity, food security, livelihoods and well-being for dependent communities.

II Mission of the Department:
To leverage the delivery of the WWF South Pacific Strategic Plan 2010 to 2014 and achieve its goals and objectives through the creative use of effective communications strategies, tools and campaigns. 

III Function:
Ensure the development and implementation of Communications strategy, policies, procedures and systems for the WWF South Pacific Programme which are aligned to the Programme's Strategic and Business Plans; ensuring an ongoing positive profile for the organization locally, nationally and regionally and the adherence to Network Standards for Communications good practice.
IV Major Duties and Accountabilities: 
· Accountable for the implementation, monitoring and updating of the WWF South Pacific Programme communication strategy, including KPI reporting on performance 
· Coordinates, leads and reviews the communications activities, annual workplan and budget in the SPPO communications strategy as required;

· Ensures outreach of the WWF SP Program to the WWF network and relevant external target audiences;
· Leads as the Brand manager for WWF SPPO and responsible for Brand guidelines implementation and quality control
· Reviews all WWF South Pacific Programme’s publications and online communications to ensure compliance with WWF International policies and branding guidelines. 

· Responsible for a communications strategy for emergencies and crisis situations in the country and region that have impacts on WWF’s work and partnerships.

· Develops and maintains strong relationships with local and international media based in Fiji and the South Pacific region, as well as links with regional and global media as necessary;

· Coordinates and guides conservation focal programs on planning and production of media releases, organization of press conferences and monitoring of media responses and actions to conservation;

· Provides communications support to the WWF South Pacific Programme;

· Responsible for an effective and efficient communications team. 
· Leads and coordinates the communications aspects of any events and meetings and to ensure that the focus is on supporting WWF South Pacific priorities and promoting the WWF brand;

· Works with Corporate Engagement Officer and the CD (the de facto Marketing Director) to support the development of communication materials and promotion of marketing strategies and activities; 

· Supports the SPPO HR Department on internal communications systems for staff of SPPO on institutional issues of the organization. 

· Is a member of the Senior Management Team and jointly accountable with other Manager on delivery of all of the organisation’s commitments 

· Undertakes tasks as requested by the Representative of WWF SPPO 
V Supervisory Responsibilities: 

Responsible for technical supervision of communications team 

VI Working Relationships:

Internal – 

WWF SPPO: Interacts regularly with the SPPO communications team for implementation of the Programme’s communications strategy and work plan; Interacts closely with SMT members to contribute to achievement of objectives of WWF South Pacific Programme;

WWF Network: Interacts with the CTNI Communications Team; Asia Pacific Growth Team and WWF International Marketing and Communication Team.

External – 
Works with donors, government agencies, related organizations, partners; works with the local and international media for communicating WWF messages to the target audiences; Works with a wide range of media contacts and agencies to deliver communication messages.

VII Required Qualifications
· A graduate degree in Communications/Journalism/PR or related field. Fundraising experience would be a plus.
· At least 5 years’ senior level communications (regional and international) experience, preferably in the NGO sector.
VIII Required Skills and Competencies 
· Strong leadership and interpersonal skills and an ability to think strategically, plan and manage; 
· Experience and excellence in writing articles, editing and proofreading 
· Demonstrated track record working with multi-disciplinary team; ability working effectively with a range of partners (senior media personal, politicians, government officials, donor representatives); a sense of diplomacy.
· Excellent communication skills, fluency in both written and spoken English and Fijian. An understanding of Hindi and other Pacific languages is also advantageous. 
· Experience with and or knowledge of campaigning, event coordination, management and fundraising is advantageous

· Exposure to and experience communicating issues  and policy at the international level
· Experience with branding management and rolling out branding education for internal and external audiences 
· Experience and knowledge of sustainable development/natural resource management issues 

· Proven track record of working to timelines and budget, and working under minimum supervision 

· Flexible approach and a willingness to work outside normal hours  

· Possesses drive and initiative, with a proven ability to achieve objectives
· Appreciation of attention to details,  a clear view of the bigger picture and drive towards the bigger picture
· Adheres to WWF’s values, which are: Passionate & Optimistic, Challenging & Inspiring, Credible & Accountable, Persevering & Delivering Results. 
This job description covers the main tasks and conveys the spirit of the sort of tasks that are anticipated proactively from staff. Other tasks may be assigned as necessary according to organizational needs. 
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