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	MAIN OBJECTIVE:
· Assist in effectively managing the company’s communication channels and strategies with its stakeholders.

KEY RESPONSIBILITIES:
· Assist in the development and implementation of all communication plans and strategies to promote initiatives, projects, and achievements.
· Assist in the drafting and review of the company’s communiques.
· Ensure all communication materials align with the company’s established standards, brand strategy, and image.
· Support the External Relations & Communication Department in the management of the company's external image.
· Create and publish engaging content in accordance with the company's media directives for various communication channels such as social media, websites, etc. 
· Organize and maintain all digital media archives to ensure accessibility and relevance.
· Collaborate with the Community Relations Department to ensure that CSR activities align with the company's values and contribute to its overall reputation and brand image.
· Develop and maintain relationships with media outlets to promote a positive media coverage of the company’s activities.
· Assist in planning and coordinating company-wide events and webinars.
· Collaborate with other departments on matters of media relations and outreach.

COMPETENCIES:
· Strong attention to details.
· Proactivity and accountability.
· Willingness to work towards improving efficiencies based on processes and procedures.
· Excellent verbal and written communication skills.
· Ability to plan and work diligently.
· Excellent planning, organizational and time management skills.
· Adherence to high ethical standards and confidentiality.
· Flexibility and openness to learn.
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