
Terms of Reference 
 

Position Title:   Communication officer 

No of Position(s): One (01) 
 
Location:  Islamabad (occasional visits to fields) 
 
Duration:   Initial contract will be of one year, subject to yearly extension based on  
   satisfactory performance 
 
Reports to:   Communication officer will be directly reporting to Deputy Manager  

   (Media) and will have a functional linkage with all the Groups and Units  

   of the Fund. 

Scope:  
  
The communication officer will be responsible to assist the Deputy Manager (media) for 

designing and implementing NDRMF communication strategy and plan aimed at various 

audiences. S/He will be responsible to ensure the communication strategy and plan are 

implemented according to the requirements. One of the most important responsibilities of this 

position is to ensure effectiveness of the communication amongst all the stakeholders and 

partners. S/He will also assist the Deputy Manager (Media) tracking media for Fund’s image and 

effectiveness for the strategy. The position will have a strong liaison with Groups and Units of the 

Fund and will be reviewing and disseminating the feedback and research.  

Responsibilities:   
 

The communications Officer would be responsible for the following duties: 

 Prepare an Outreach strategy in coordination with all Groups and Units  

 To assist and coordinate media wing towards effective communication and image 

building of NDRMF 

 Respond to direction from Chief Executive Officer on communication issues, and in 

coordination with other Groups and Units, identify strategic opportunities for the 

projection of Fund and its partner’s achievements. 

 Ensure all information/material leaving the Media Unit is reviewed and vetted by the 

competent authority before external dissemination, 

 Coordinate interview/appearances of CEO to NDRMF Officers in the media and ensure 

that media requests, particularly for interviews, or technical information on 

specialized subjects are directed to knowledgeable staff to speak on behalf of the 

FUND, 



 Assist Deputy Manager (Media) in formulating and implementing the communication 

and media policy, catering to the needs of the company, 

 Management of all data and documents pertaining to the Media Unit, 

 Prepare Public Awareness Meetings (contents, schedule and logistics), 

 Draft articles and press releases on the FUND (local targeting campaigns, success 

stories, special events etc.) to be published, 

 Collection of materials and screening of the publicity materials related to Fund’s 

operations and mandate, for inclusion in various reports, publications etc., 

 Translation of the documents in Urdu and English, 

 Conduct any other function and responsibility, which may be assigned by the 

supervisor, 

 

Qualification & Experience:  
  

 Post graduate degree in communication, public relations, journalism or similar 

 disciplines with at least 2 years of professional experience in the field of strategic 

 communication/advertising, 

 Professional experience in developing public communication programs in support 

 of major policy programs and reforms, 

 Proven capacity to design tools and instruments for communications,  

 Strong team skills and proven record of delivering results, 

 Excellent ability to convert complex issues in simple and clear messages, 

 Creativity and strong attitude toward both independent and team work, 

 Pro-active and provided with good capacity of working under pressure, 

 Ability to interact effectively across social and ethnic boundaries, 

 Highest standards of personal integrity, 

 Written and oral fluency in English, knowledge of Urdu, Sindhi or other regional 

 languages will be an advantage, 

 Good writing skills and copy-editing ability 

  



Terms of Reference 
 

Position Title:   Office Boy 

No of Position(s): One (01) 
 
Location:  Islamabad  
 

S. No. Jon Title Qualification Experience 

i Office Boy Matric 2-Year Experience in a reputable 
organization 

 


