THALASSAEMIA INTERNATIONAL FEDERATION

In official relations with the World Health Organization

HEADQUARTERS
31 Ifigenias, 2007 Nicosia, Cyprus « P.0.Box 28807, 2083 Nicosia, Cyprus
Tel.: +357 22 319 129, Fax: +357 22 314 552, E-mail: thalassaemia@cytanet.com.cy

JOB OPPORTUNITY
Communications Assistant at Thalassaemia International Federation HQs - Cyprus
Published: 30 July 2018

DUTIES AND RESPONSIBILITIES

= Manage communications with the global thalassaemia community and maintain online
communication tools;

= Provide assistance in the updating of existing and/or preparation of new online content for the
Federation;

= Assist with the preparation of communications, briefings and presentations;

= Transcribe and proof-read manuscripts;

= Format, collate and disseminate documents;

= Provide administrative support to TIF office team including email management;

= Perform other general duties required to support the daily operations of the TIF Office.

EDUCATION / EXPERIENCE
= Have a minimum of a Bachelor's Degree in one of the following areas: Communications, Social
Media, Journalism, Marketing, Languages and/or Translation or other related field. Other
specialisations may also be considered provided that language proficiency is present and proven.
= Desired experience: At least 1 year in a similar role or related field.
= Any previous experience in health-oriented organisations will be considered an advantage.

LANGUAGES
= Excellent command (both oral and written) of Greek and English.
=  Working command of another EU language (preferably German or Italian) will be considered an
advantage.

REQUIRED SKILLS
= A sound knowledge of and/or interest in the health sector;
= Excellent organisational skills, ability to prioritise and multitask;
=  Team spirit and good communication skills;

=  Willingness to learn;

Diligence and attention to detail in the production of quality documentation;
Excellent knowledge of Microsoft Office suite (full proficiency in Word, Excel, PowerPoint).

DESIRED SKILLS
= Familiarity with designing tools and other related software;
= Experience of online publishing;
= Waorking knowledge of marketing tools (eg. MailChimp).

ARE YOU INTERESTED IN THIS POST? CONTACT US!
Please send your CV (with a clear description of education and professional experience) and cover letter
to thalassaemia@cytanet.com.cy. Applications without a cover letter will not be accepted.

Please quote in application: “Communications Assistant at Thalassaemia International Federation HQs -
Cyprus — [Your Name]”

The deadline for submitting applications is Monday, 6 August 2018.
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