Support to Life (STL)
Vacancy Announcement for Communications Assistant
 
Support to Life (Hayata Destek) is a humanitarian agency founded in 2003 with the principal objective of working with disaster-stricken communities to help them meet their basic needs and rights. Emergency relief aid is provided impartially in response to humanitarian crises with a focus on laying the foundations for rehabilitation, reconstruction and participatory development.  Disaster preparedness and disaster risk reduction are important components of STL's mission.
 


 
Position: Assistant
Line Manager’s Position Title: Communication and Public Relations Manager
Department: Communication and Public Relations Department
 


Tasks and responsibilities
 
Working under the Communication and Public Relations Manager’s supervision, the intern is responsible for the following tasks: 
 
. Preparing human touch stories from the data gathered in projects
. Write-up funding proposals and strategy documents
. Attend external events relevant to STL in İstanbul as required
. Support planning and preparation for specific 2012 STL outreach events
. Organize meetings and exchanges between volunteers
. Assist in maintaining STL website and social media content
. Maintain relationships with existing donors and respond to their requests regularly and keep 
  updating them about the work of the organization
. Improve and develop communications material for the organization such as brochure, website,   
  annual report, DVD, poster etc.
. Drafts basic public relations materials including news releases, media alerts, fact sheets, client 
  meeting summaries, status reports and other materials as directed.
. Assists with the development and updating of media lists and other databases, marketing, and      
administrative databases. Other tasks include database creation, data entry and update    additions and corrections. 
. Assists with administrative duties including fax processing, sorting, collating, stuffing envelopes, 
  mailings and other administrative functions as assigned.
 


Qualifications
 
.  University student or fresh graduate
.  Computer literacy (MS Office)
.  Literacy on design programs (Adobe Illustrator or In Design)
.  Excellent writing skills in English and ability to communicate complex concepts simply
.  Ability to work effectively in teams and accept leadership and guidance
.  Also a self-starter and able to work independently
.  Good interpersonal skills, including team working and networking skills
.  Excellent organizational skills with the ability to work under pressure, within strict deadlines
.  A high degree of emotional intelligence
.  Ability to interact and work with people from a range of cultural and intellectual backgrounds
 
Terms and Conditions
 


Contact 
 
Please send your motivation letter and CV by e-mail to mailto:pr@hayatadestek.org
