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WORLD WILDLIFE FUND 
POSITION DESCRIPTION 

 

Name               :    
Position Title            :    Regional Communications Specialist 
Reports to                  :   Project Head 
Duty Station              :  Kathmandu, Nepal 
Travel Frequency  :                Frequent Travel to project sites 

 
Major Function: The Regional Communications Specialist develops and executes strategies 
that support the project in Nepal and regional offices in other countries. S/he serves as the 
primary liaison between project teams and all project stakeholders in Nepal and regional 
offices including HQ. The work of this position drives the overall success of the project’s 
communications regarding the programmatic work.  
 

Major Duties and Responsibilities: 

1. Serve as a custodian and executant of the communications strategy for the 
project  
 
Develops a Communications Strategy and a Branding/Marking Guideline for the project in 
close coordination with the Project Head and other project staff, and undertakes periodic 
review in view of changing ground realities and program focus. The Regional 
Communications Specilialist will identify key behavior changes that are required in order to 
achieve the project’s objectives, determine key messages, target audience, and select 
appropriate communication tools to reach these targets. S/he will convert the strategy into 
doable actions with timelines and budgets, and coordinate program resources—including 
human resources—to ensure completion of these strategic requirements.  
 

2. Engage media to promote the project 
 
Engages with regional media as required by the Communications Strategy, and ensures 
communication of key messages and lessons from the project, to promote project  objectives 
and activities.  

 
3. Coordinate production of the project’s outreach materials, publications and 

events 
Based on the Communications Strategy, prepares and executes a schedule of all outreach 
materials such as publications, brochures, etc. Coordinates with appropriate  regional staff 
to ensure timely update of the project website, production of regular and one-off 
publications, presentations, and other communication materials. Ensures high quality 
production of all materials in line with the communication standards and guidelines of core 
partners. Take a leadership role in organizing communication related events for the project, 
including preparation of press releases, presentation and other materials. Promotes the use 
of local language to the extent possible including in the digital sphere.  

 
4. Shares project success stories and lessons 

Identifies, develops and shares important success stories and lessons for key audience using 
the best communication tools. Undertakes field visits and communication with relevant 
project staff across the region, and ensures that the project is contributing learnings to local 
and national audiences.  



October 2021 

 2 

5. Support project partners in communicating about the program  
Provides project information and materials to all regional partners, Government of Nepal, 
and other stakeholders to support their roles in implementing project communication 
strategy, and communications. Ensures that communication materials, presentations etc. 
are appropriately branded according to guidelines, recognizing the contributions of all 
project partners.  
 

6. Build and cement relationship with the donor 
Regularly interacts with the donor to ensure that their requirements and expectations are 
met in terms of project communication activities. Ensures that feedback from the donor is 
passed on to right people in the organization and ensures that feedback is internalized. 
Ensure that donor branding guidelines are followed in all project communications unless 
there are official exceptions. 
 

7. Provide communication coaching and training  
As needed, provides communication coaching or training to staff, project’s core partners, 
and other stakeholders; including regional offices, to effectively communicate project 
messages.  

 
8. Any other duties 

Any other duties in relation to the above as assigned by the Supervisor.  
____________________________________________________________ 
 
Minimum Educational and Work Experience Requirements: 
 
Knowledge: A Master's Degree in Mass Communications, Development Communications or a 
related field required. The candidate should have strong IT skills including Microsoft Office 
programs and design software such as Photoshop is required. 
 
Experience: At least 5 years of work experience of which a significant part is in 
conceptualizing, developing, implementing, and managing communications strategies. 
Experience in multi-country regional communications work or relevant international work 
experience will be an advantage. 
 
Skills and Abilities: This position requires the ability to develop a strong communication 
strategy, clearly setting out the priorities so that the project’s programmatic goals are met. 
Should possess exceptional verbal and written communication skills among others, to explain 
the value of strategic communications and address issues and concerns related to the process of 
developing and executing communications strategies. Able to build relationships in a complex 
environment.  
 
The ideal candidate for this position should have a keen eye to detail and demonstrate high level 
of enthusiasm for his/her work and the project. Strong interpersonal skills and the ability to 
work in a team  are essential. S/he should be able to prioritize work effectively, and use initiative 
and good judgement. Should be able to work under pressure and meet the deadlines across 
different time zones. Good facilitation and coaching skills are an advantage. Must be able to 
travel frequently to the field, including difficult terrain.   
 
 
Accepted by 
Employee:     _______________________________ 
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Supervisor:  _______________________________ 
 
    
 
Approved by 
Country Rep: _______________________________ 
 


