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UNITED NATIONS HIGH COMMISSIONER FOR REFUGEES (UNHCR) 

INTERNAL / EXTERNAL VACANCY ANNOUNCEMENT 

Vacancy Notice No. BRABR/2020/013 

 

Title of Post Senior Acquisition Assistant   Category/grade LICA-5 

Post Number N/A 
Type of 

Contract 
UNOPS 

Location Sao Paulo, Brazil Date of Issue 14 February 2020 

Effective date of 

assignment 
01 April 2020 Closing Date 8 March 2020 

 
Operational Context: 

 

Established in December 1950, UNHCR is mandated to lead and coordinate international action to protect 

and assist refugees. In more than five decades, UNHCR has helped more than 50 million people restart their 

lives. Today, UNCHR staff in more than 130 countries continue to help and protect millions of refugees, 

returnees, internally displaced and stateless people.  In Brazil, UNHCR has maintained an office since 1982. 

In 2014, the Fundraising / Private Sector Partnerships (PSP) program came into inception in Brazil and is 

based in Sao Paulo..  

 

In order to increase the fundraising resources and achieve the established goals in the PSP (Private Sector 

Partnerships) set by the Global Headquarters and Brazil’s Country Office, the Digital Individual Giving 

Fundraising team needs extra capacity to implement the strategy and to meet the goals forecasted. 

 

Under the direct supervision of the Snr. Acquisition Associate, the staff will be responsible for assisting with 

a daily follow up with the digital agency for developing and implementing the campaigns, providing the 

briefs and assuring that UNHCR Brazil program is being implemented and for following up the results. 

 

Functional Statement: 

 

Accountability (key results that will be achieved) 

 

- The quantity and quality of regular donors is increased resulting in higher PSP income. 

- Cost-effective Acquisition programme is built and expanded. 

 

Responsibility  

 

- Support the Acquisition Associate in operationalizing the Acquisition program and strategies 

- Monitor the implementation of Acquisition campaigns and ensure the execution of the Acquisition 

fundraising plan (DRTV, digital, direct mail) 

- Monitor and supervise a variety of suppliers/vendors and its reports, plans and materials for the 

Acquisition program, following the deadlines determined (DRTV, direct mail, digital) 

- Support in the production of Acquisition assets, in house or via agencies (e.g. production of DRTV 

films, production and adaptation of digital assets, production and routing of direct mail pieces) 

- Assist the briefings process and follow on daily routine activities during campaigns undertaken by 

direct mail, digital and TV agencies; 
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- Provide inputs and offer suggestions in the weekly meetings, on topics related to learnings, 

optimizations and innovative ideas within the team and agencies; 

- Regularly compile, review and systematize content from HQ and other UNHCR offices to support 

the development of content for donor dev materials   

- Support copywriting and translation of donor dev materials 

- Support the Snr. Acquisition Associate in monitoring and regularly optimizing the KPIs related to 

the Digital, TV and Direct Mail programmes 

- Administrative support and follow up contracts, payments and other processes with providers and 

medias hired to implement digital media activities; 

- Produce periodic (weekly, monthly) and ad hoc reports, letters and other paperwork; 

- Conduct researches to collect useful media data of the market through google search, magazines and 

other information tools related to the market as per indication of the Snr. Acquisition Associate; 

- Provide administrative and clerical support; 

- Performs any additional assignments as requested by the supervisor. 

 

Authority 

 

- Oversee routing and broadcast of on and offline campaigns according to segmentation briefing and 

campaign calendars 

- Maintain and systematize ongoing benchmark of donor dev materials/ programs (i.e. UNHCR 

offices, national and international organizations)    

 

Required Competencies: 

 

 

Cross-Functional Competencies 

 

- Analytical Thinking 

- Technological Awareness 

- Planning and Organizing 

 

 

Essential Minimum Qualifications and Experience: 

 

- Completion of secondary education or be enrolled in a graduate school programme in Marketing, 

Advertisement, IT or digital related areas 

- Minimum of 4 years’ experience with AdWords, Facebook Ads, Google Analytics; 

- Experience with Google Data Studio and/or other dashboard tools; 

- Experience in Lead Generation campaigns; 

- Working experience in MS/Excel and MS/Access; 

- Working experience with programmatic media, DSP (Demand Side Platform) and DMP (Data 

Management Platform); 

- Working experience with DRTV (Direct Response on Television) 

 

Desirable Qualifications & Competencies: 

 

- Strong organizational skills and ability to adapt to change.  

- High attention to detail.  

- Experience in working in a non-profit environment. 
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Eligibility: 

 

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 

 

Submission of Applications: 

 

If you wish to be considered for this vacancy, please submit your letter of motivation and signed Personal 

History Form to BRABRHR@UNHCR.ORG by 8 March 2020, with the subject line “BRABR/2020/013 

Senior Acquisition Assistant, PSP”. 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 encourages the application of indigenous persons, afro descendants, LGBTQIAP+, persons living 

with HIV/AIDS, and any other minority groups. All applications will be treated with the highest 

confidentiality. 

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


