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UNITED NATIONS HIGH COMMISSIONER FOR REFUGEES (UNHCR) 

INTERNAL / EXTERNAL VACANCY ANNOUNCEMENT 

Vacancy Notice No. BRABR/20181003 

 

Title of Post 
Communication/Public 

Information Assistant 
Category/grade General Service, GS4 

Location Boa Vista, Brazil Date of Issue 15 October 2018 

Effective date of 

assignment 
15 November 2018 Closing Date 28 October 2018 

 
Operational Context: 

 

The deterioration in the security, political and socio economic situation in Venezuela continue to bring 

thousands of Venezuelans to seek protection in other countries with 99,000 asylum seekers registered from 

2014-2017 mostly in Brazil, Costa Rica, Argentina, Mexico, Panama, Peru, Spain and the US while many 

other have migrated through legal path with different migration status. While there are no reliable figures for 

the number of Venezuelans in neighbouring countries, estimates range from a few hundred thousand to two 

million persons. 

 

To step up a response to the ongoing arrival of Venezuelans, UNHCR has strengthened its presence in 

border areas of neighbouring countries to better provide basic humanitarian assistance including through 

multi-purpose cash grants, and to support government registration, documentation and RSD processed as 

advocating for alternative legal pathways with protection safeguards.  

 

UNHCR has established presence in Roraima (Boa Vista) and in Amazonas (Manaus) on 12 June 2017 

through the creation of Field Units. The Head of Field Unit is supported by national colleagues in Protection, 

Administration, Programme, Supply, Shelter Management, SGBV and Public Information, as well as 

international personnel. 

 

Since March 2018, the Brazilian government has federalized the emergency response and prioritized the 

voluntary relocation (“interiorization”) of Venezuelans to facilitate greater prospects for integration and to 

relieve the pressure on the state of Roraima. Since the end of August, the Government has accelerated the 

interiorization process and substantially increased weekly departures, with the aim of relocating 3,000-5,000 

persons by the end of 2018.  

 

In Boa Vista, UNHCR performs multiple functions in relation to interiorization. Interiorization lists are 

initially constructed through ProGres v4 database and individual information, documentation and 

vaccinations must be physically verified. All persons lacking any of the required documents are assisted by 

UNHCR who coordinates with the respective authorities to facilitate prioritized visits. Persons identified and 

confirmed for interiorization are also relocated to the transit site for pre-departure procedures. At the same 

time, as Venezuelans depart the emergency shelter sites, UNHCR coordinates with the authorities to admit 

vulnerable Venezuelans as new entries into the site. This continuous process will be complemented by the 

Boa Vista Screening Center, which opened in September 2018, which will streamline several procedures 

linked to interiorization, including documentation, vaccination and UNHCR registration. For these reasons, 

there is a need to scale up UNHCR’s staffing and operational capacity as it relates to interiorization. 
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The plight of Venezuelan nationals in Roraima is receiving wide media attention, both from national and 

international outlets. UNHCR has been constantly called by media professionals to explain the role of the 

agency in the humanitarian response for this population and for supporting media field missions, along with 

other routine tasks in terms of communications and public information. There is also an increasing need for 

the production of original public information content, such as webstories, social media posts, leaflets and 

factsheets to increase the visibility of UNHCR Brazil and donors in this situation. In addition, there are more 

interest of donors in this situation, which translates into an increasing number of field missions by 

Embassies, other UN agencies and governmental authorities. While the Field Unit is being requested for 

agenda, meetings, logistical support and to ensure coordination with authorities and visitors, Public 

Information staff is requested to support those missions in terms of media relations, coverage and production 

of content. There has been also an increase on the production of visibility materials to recognize the support 

given by donors to UNHCR’s operations in Roraima.  

 

The incumbent will deal with media requests, liaise with other external entities/partners regarding public 

information activities and produce original content for UNHCR communication channels, ensuring the 

visibility of UNHCR and partners in this operation, always taking into account protection concerns and the 

best interest of beneficiaries. The nature of certain tasks requires discretion and confidentiality as per 

UNHCR standards and practices. The Communication/PI Assistant will report to the Communication/PI 

Officer and will have regular contacts within the office/unit involving exchange of information.  S/he will 

also have limited external contacts on routine matters. 

 

Functional Statement: 

 

Accountability 

 

- UNHCR receives effective and efficient clerical support for communication and Public Information 

in the Country/Unit. 

 

Responsibility  

 

- Collect press-cuttings of articles in national, regional, international and periodicals that pertain to 

refugee related issues and to the work of the operation in Roraima. 

- Compile and maintain the mailing list for press releases, information bulletins, etc and ensure timely 

despatch of information to media and other interested parties. 

- Classify and maintain adequate stock of PI and visibility materials related to the operation in 

Roraima. 

-  

- Provide clerical assistance with regard to PI events such as poster campaigns, exhibitions, and public 

awareness raising events. 

- Assist on the liaison with media vehicles, event producers and suppliers. 

- Draft correspondence, reports, fact sheets and PowerPoint presentations. 

- Support the provision of content for UNHCR website and social media channels. 

- Support the production and editing of graphic design materials and videos. 

- Respond to routine telephone and written enquiries from a variety of sources such as the media, the 

public, NGOs and government officials etc. 

- Maintain PI files up-to-date. 

- Perform other duties as required.    
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Authority 

 

- Have access to UNHCR's communication / PI systems. 

 

Essential Minimum Qualifications and Experience: 

 

- Completion of the Secondary Education with post-secondary training in, Journalism, Advertisement, 

International Relations or related field. 

- Minimum 3 years of previous relevant job experience. 

- Communication and computer skills: MS Office, including Excel, Word, PowerPoint and Outlook, 

Adobe Premiere, Photoshop, InDesign and internet. 

- Excellent drafting skills as well as translation and interpreting skills. 

- Social media: working knowledge on production and management of social media tools. 

- Basic knowledge on photography and video production.  

- Fluency in Portuguese. Working knowledge of English and Spanish. 

 

Desirable Qualifications & Competencies: 

 

- Completion of UNHCR Learning Programmes or specific training relevant to functions of position. 

- Knowledge of another UN language is an asset. 

 

Required Competencies:  

 

Cross-functional: 

- Innovation and Creativity 

- Technological Awareness 

- Political Awareness 

 

Eligibility: 

 

External candidates: External candidates must meet the essential minimum requirements of the position 

and candidates not citizens of the country must comply with all eligibility requirements for employment in 

line with the prevailing legislative prerequisites in the country.1 

 

Remuneration: 

 

A competitive compensation and benefits package is offered. For information on UN salaries, allowances 

and benefits, please visit the portal of the International Civil Service Commission at: http://icsc.un.org. 

 

                                                
1 Completed and relevant university education can count as maximum 50% of the required years of work experience.  

http://icsc.un.org/
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Submission of Applications: 

 

If you wish to be considered for this vacancy, please submit your letter of motivation, updated factsheet 

(for internals), signed Personal History Form (for externals) to brabrhr@unhcr.org by 28 October 

2018, with the subject line “[Vacancy notice number] COMM/PI ASSISTANT, FU Boa Vista”. 

Application files must be named with the candidate´s full name, e.g. “NAME, LAST NAME  – PHF”. 

 

No late applications will be accepted. Only shortlisted candidates will be contacted. Shortlisted 

candidates may be required to sit for a written test and/or oral interview. UNHCR does not charge a fee 

at any stage of the recruitment process (application, interview, processing or any other fees).  

 

UNHCR strongly encourages qualified female applicants for this position. UNHCR seeks to ensure that male 

and female employees are given equal career opportunities. UNHCR is committed to achieving workforce 

diversity in terms of gender, nationality and culture. All applications will be treated with the strictest 

confidentiality. 

mailto:brabrhr@unhcr.org

