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UNITED NATIONS HIGH COMMISSIONER FOR REFUGEES (UNHCR) 

EXTERNAL VACANCY ANNOUNCEMENT 

Vacancy Notice No. BRABR/2020/002 

 

Title of Post 

Senior Public 

Information/Communications 

Assistant 

Type of 

contract 
UNOPS 

Level LICA 5 Location Boa Vista, Brazil 

Date of Issue 9 January 2020 Closing Date 26 January 2020 

 
 

Operational Context:   
 

Since 2018, many significant changes has happened in the operation of UNHCR Brazil. Affected by the 

Venezuelan Situation, the operation has expanded its staffing and presence in several field locations. As the 

Venezuelan influx is foreseen to continue and new arrivals stays in the border state of Roraima, pressuring 

local services and struggling to survive with very limited economic opportunities available, Brazil 

Government, through the so called “Welcome Operation” (Operacao Acolhida) is strengthening its efforts to 

expand the  internal voluntary relocation programme aiming to decongest Roraima state while supporting 

Venezuelans to access better economic prospects in the new destination cities after relocation. UNHCR 

Brazil aims to increase its assistance in Roraima to the Venezuelans in the internal voluntary relocation 

programme (“interiorization”) implemented by the Government of Brazil. 

 

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.  

 

Functional Statement:  

 

Accountability 

 

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

in the Country/Unit. 

 

Responsibility 

 

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

production/editing of graphic design materials and videos. 

- Compile texts, pictures and other information material from provided sources with evidence-based 

information, edit, proofread and re-write texts. 

- Adapt UNHCR international messaging into the local context and specific audiences, providing 

original copywriting on topics resulting in information materials. 

- Contribute with the donor visibility strategy; 
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- Assist on the liaison with media vehicles, other UN agencies, governmental counterparts, event 

producers and suppliers. 

- Support the conduction of joint PI and PSP strategies and activities.  

- Collect and share articles in national, regional and international media & periodicals that pertain to 

refugee related issues and to the work of the office. 

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

dispatch of information to media and other interested parties. 

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

- Provide clerical assistance regarding PI events such as poster campaigns, exhibitions and public 

awareness raising events. 

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

public, NGOs and government officials etc. 

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

- Undertake other tasks as required. 

 

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 5 years of previous relevant job experience. 

- Working knowledge on production and management of social media tools.  

- Basic knowledge on photography and video production. 

- 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. 

- Excellent knowledge of English and working knowledge of another relevant UN language or local 

language. Spanish is an asset. 

 

Desirable Qualifications & Competencies: 

 

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

-  

 

Eligibility: 

 

All 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. 

 

Submission of Applications: 
 

If you wish to be considered for this vacancy, please submit your signed Personal History Form to 

brabrhr@unhcr.org by January 26, 2020, with the subject line “BRABR/2020/002 - Senior PI 

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

NAME – PHF”. 

 
 

mailto:brabrhr@unhcr.org
mailto:brabrhr@unhcr.org
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The Personal History Form and its supplementary sheet can be downloaded in the following links: 
 

https://www.unhcr.org/recruit/p11new.doc 

https://www.unhcr.org/recruit/unhcr-phf-sup.docm 
 

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 diversity and welcomes 

applications from all qualified candidates without distinction on the grounds of race, colour, sex, national 

origin, age, religion, disability, sexual orientation and gender identity. All applications will be treated with 

the strictest confidentiality. 

https://www.unhcr.org/recruit/p11new.doc
https://www.unhcr.org/recruit/unhcr-phf-sup.docm

