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Vacancy Notice for Position of Assistant PSP Officer (Communications)
UNHCR Representation in the Republic of Korea

The United Nations High Commissioner for Refugees (UNHCR) Representation in the Republic of Korea is inviting
applications a position of Assistant PSP Officer (Communications) in line with the 2021-2025 Long-Term Strategy for PSP
Korea programme.

I. Summary of Position
Under the supervision of Senior PSP Officer, the Assistant PSP Officer (Communications) will be responsible for the Private
Sector Partnerships’ overall fundraising communication tasks.

II. Duties and Responsibilities

1. Play a role as the lead focal point for communications and brand marketing of UNHCR PSP Korea programme to enable
the team to reach out to new potential prospects, engage new partners, cultivate, and strengthen existing relationships with
current donor base.
2. Take charge of carrying out 2 priorities of the LT Strategy as the following:

a. Audience Communication Strategy

b. Develop creative Contents & Deliver them effectively via effective Messengers and Channels
3. Execute the Strategy priorities related to the position role engaging from the start with relevant internal actors including
PSP Korea Working Group, PSP RO, HQ as well as outside PSP.
4. Report, advise, and support the supervisor and the team on the implantation status vis-a-vis situation analyses regularly
and ad-hoc basis, when needs arise.
5. Strengthen fundraising communications for UNHCR and related donor/partner audiences by developing messaging,
information, data, analysis and follow-up reporting.
6. Be responsible for performance management, budget management, development and delivery of the Communications
unit work plan and for building effective working relationships with PSP network and other internal and external
stakeholders.
7. Conduct regular media and social media checks to identify any potential reputational risks for UNHCR PSP
programme/team, devise and carry out mitigation strategies and advise the team of such risks. Furthermore, ensure to keep
the PSP team and CO Korea abreast of common key messages in handling risks.

8. Perform other duties as required.

Ill. Required Qualifications

1. Completion of a university degree in Communications, Marketing, Humanities, Political Science, International Relations,
Business or other relevant fields.

2. Minimum 1 year of relevant working experience in UN or International Organizations, Private sector
fundraising/partnerships, private sector marketing or related experience

. Proven working experience as a strategic lead in communications, marketing, private sector fundraising or relevant fields.
. Excellent written and verbal communication skills both in Korean and English.

. Excellent analytical skills, proficient coordination, and management skills to encourage constructive discussions.

. Political awareness about sensitive

. Team player respecting different interests and diverse views.

. Solid organizational skills including attention-to-detail and multi-tasking skills.

. Ability to work independently within a collaborative team environment.
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IV. Duration of Contract
Six-month probationary period with a possibility to extend contract on a yearly basis depending upon her/his satisfactory
performance

V. Recruitment Schedule

1. Application submission: Wednesday, 17 November 2021 ~ Tuesday, 23 November 2021

2. Notification of selected candidates: Wednesday, 24 November 2021 ~ Tuesday, 30 November 2021
3. Interview with tests: Wednesday, 1 December 2021 ~ Wednesday, 8 December 2021

* |Interview will include English test.

4. Announcement of final selection: December 2021
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5. Scheduled first working date: January 2022
*The above recruitment schedule may be adjusted and if necessary, scheduled first working day may be negotiated

for the selected candidate.

VI. Submission of Application and addressing queries
Interested candidates may send the following documents to UNHCR by e-mail with an applying job title and name
at admin@unhcr.or.kr

1. Fully completed UNHCR Personal History Form (With Signature)

2. A cover letter in English

3. Letter of Self Introduction both in Korean and English (A4 1-2 pages at the maximum each)

4. A copy of certificate of academic degree and/or proof of (previous and/or current) employment, if available (original copy
accompanied in an interview)

5. Candidates who are short-listed will be required to provide contact information for three referees, not related to the
candidate, who have knowledge of the candidate’s qualifications, character and work history

* Please do not put your resident registration number in any application documents specified above. In case any certificate
includes your resident registration number, please make sure to conceal the number not to be exposed.

Applications should be received by Tuesday, 23 November 2021 . We regret that we cannot respond to queries
through phone, email, etc. Interview schedule will be communicated only to shortlisted candidates.
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