
 
 
 
 
 

Oxfam is an international confederation of 20 organisations networking together in 90 
countries. As part of a global movement for change, we are working together to build a 
future free from the injustice of poverty. We work with thousands of partners in countries 
around the world and employ staff in a wide variety of posts. We work directly with 
communities and we seek to influence the powerful in order to enable the most 
marginalised to improve their lives and livelihoods and have a say in decisions that affect 
them. 

Working at Oxfam is so much more than just a job. As an Oxfam employee, you will join a 
team of dedicated and passionate professionals working to help people overcome poverty, 
build resilient communities and fight for social justice. 

Oxfam has had a presence in Laos since the late 1980s and works to deliver a country 
strategy that focuses on sustainable livelihoods, governance and civil society, gender and 
diversity and resilient communities. 
 
Oxfam in Laos requires an experienced and qualified person to fill the position of 
Communication and Media Officer to be based in our office in Vientiane, Lao PDR. 

Purpose of function 

Communication and Media Officer ensures that the Oxfam in Laos programme and its 

impact is effectively communicated to Oxfam’s internal and external stakeholders through 

a variety of materials and channels. 

Functional links 

• The CMO relates directly with the Partnerships and Quality Manager for Media 
policies, strategy and practices as well as advocacy, policy influencing and 
fundraising.  

• The CMO relates directly to the Programme Manager (PM’s) and staff in Laos with 
regard to communication needs for programme, strengthening of advocacy and 
influencing of programs as well as branding guidelines. 

• The CMO relates to the CD of Oxfam in Laos with regard to Communication and 
Media related sign off. 

 

Overall Responsibilities 

• Contribute to the delivery of an effective and qualitative communication strategy, 
promoting Oxfam in Laos and its work through innovative and creative ways. 

• Ensure creative, innovative and effective communication of the Oxfam in Laos’ 
activities and projects to the relevant stakeholders, acting as a focal point and 
building the capacities of Oxfam in Laos staff. 

• Ensure consistent branding throughout Oxfam in Laos communications.  
 

 
 
 



Specific Tasks 
 

1. Support the communication activities of the Oxfam programs 

• Support senior management team and program staff in develop and manage 
communication and media strategies and activities in each programme according 
to Oxfam’s procedures in order to ensure and promote Oxfam’s reputation and 
impact. 

• Work with program teams, in collaboration with partners when relevant, to ensure 
high quality communication products about Oxfam projects – such as best practice 
case stories, photos, annual reports, newsletters, blogs, video, Oxfam in Laos face 
book page, newsletter, etc. 

• Design communication materials and promotional materials per project (brochures, 
leaflets, banners, etc)  

• Design and coordinate media and/or donor visit/tours to show evidence from 
ground and at national level. 

• Regular field visit to programmes to produce materials for external use (donors, 
supporters, the private sector, policy makers) and advising on the hiring of 
consultants/photographers as required for production of products. 

 
2. Manage Oxfam’s external communication strategy at country level 

• Redefine, modify and implement Oxfam’s media and digital communications 
strategy and address specific needs exploring new ways to get messages across 
using social media, online platforms and mobile technology, and supporting 
country teams and partners to develop and maximise their use of digital and 
multimedia technology. 

• Create and manage powerful and innovative content for Oxfam in Laos and 
Oxfam in Asia websites and social media accounts as required (Oxfam in Laos 
facebook page, Youtube Channel). 

• Assist senior management team to generate attractive content around high-
priority global Oxfam issues and campaigns, for use by funding and supporter 
marketing teams. 
 

3. Maintain and support Oxfam’s internal and external communications  

• Maintain an overview of all programme and projects communication and media 
documentation, ensuring that appropriate information is generated to 
communicate the impact of Oxfam in Laos’ programme. 

• Act as the first point of contact for regional and global information and 
communications enquiries and advice, participating actively in the coordination 
spaces. 

• Promote Oxfam in Laos in ad hoc activities (e.g. fairs, youth day, etc).  
 

4. Build media and communications capacity of others 

• Act as Oxfam’s “brand” and “social media” champion” by: i) coordinating, 
providing advice and overseeing the correct use of the Oxfam brand throughout 
the country; ii) coordinating, providing advice and overseeing Oxfam in Laos’ 
social media presence, produce inspirational and influential project to promote 
the process. 

• As required, conduct communications training support and workshops for Oxfam 
staff and partners for specific development, humanitarian and campaign projects 
and devise appropriate follow up, prior communication and media needs 
assessment.  

 



This position might be requested to fulfil additional task, like contribution to the 
humanitarian preparedness and response. 
 
Required qualifications and competences 

• University degree in Journalism and Mass Communication, advance degree on 
communication will be an added advantage or at least 4 years of working 
experience in the similar position 

• Creative and self-motivated 

• Sound understanding on the development context of Laos and right based 
approach. 

• Ability to work in very organized manner with high level skill in planning, 
interpersonal communication, presentation and coordination.  

• Fully technically competent in internal communication, media engagement, social 
media, public campaign.  

• Experience in working with youth, women, vulnerable group and private sector will 
be an added advantage. 

• Experience in visibility and brand management, ability to identify branding risk and 
suggest appropriate solutions. 

• Keeps up to date with internal or external activities which may influence role. 

• Willing and able to adapt priorities in order to respond to changing demands. 

• Some experience in budget management and procurement to ensure quality of 
communication products.  

• Some experience in media partnership and event management.  

• Must demonstrate commitment and sensitivity to gender and diversity issues. 
 
Personal Quality 

• Team player with ability to deal with a range of people from various cultures and 
different capacities. 

• Leadership and coordination skills  

• Ability to take initiative and work independently when needed. 

• Able to communicate effectively in written and spoken English. Lao language will 
be an asset.  

• Ability to show perseverance, tenacity and the ability to work under pressure.  

• A strong focus on results – sets goals, plans and prioritises effectively, monitors 
quality and progress of work against plans, establishes high level of performance 
and sets an example to others. 

 
 
More information and application procedure: 
To apply for this position, please prepare application including a motivation letter and 
curriculum vitae and send to recruitment.laos@oxfam.org or contact us at Oxfam 98/8, 
Sithong Road, Ban Nongduangtai Sikhittabong District PO Box: 4723. Vientiane Capital, 
Lao PDR 
 
Closing date for applications is: Wednesday 12 June 2019.  
 
Oxfam is an equal opportunity employer. We are committed to ensuring diversity 
and gender equality within our organisation. Women and people from diverse 
groups are welcome to apply for these positions. Only short-listed candidates will 
be contacted for interview 
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