
PERMANENT MISSION OF AUSTRALIA TO THE UNITED NATIONS – NEW YORK
The Permanent Mission of Australia to the United Nations in New York invites applications for the position of  Public Affairs and Media Officer.

The terms of employment will be in accordance with the Conditions of Service and New York-Based Staff Employee Handbook. Employment will be offered on a contract basis, for an initial period of two years. The salary will be $51,009 per annum.

The Permanent Mission of Australia to the United Nations in New York is responsible for representing Australia’s interests in the United Nations system.  Australia is the thirteenth largest contributor to the United Nations and is closely engaged in all areas of the United Nations work.
The Permanent Mission of Australia to the United Nations in New York will not be responsible for any costs incurred when applying for a US visa, relocation costs, nor the return of the officer and family to their country of origin at the end of the contract.

The Permanent Mission of Australia to the United Nations in New York will arrange the necessary work authorisation for the successful applicant. 

Job Description

The Public Affairs and Media Officer (PAMO) manages the day-to-day public affairs and communications activities of the Permanent Mission of Australia to the United Nations.  The PAMO is primarily responsible for public affairs, events management, communications activities and media liaison duties.  The PAMO will also carry out other UN-related functions as required to assist officers in the Mission.  The PAMO works under the supervision of a senior officer at the Mission.

Tasks and Functions

· Public Information, Public Diplomacy and External Communications
· Develop external communication strategies and events concepts, and manage their delivery, to achieve the Mission’s policy and public diplomacy objectives

· Prepare communications material, such as letters, for dissemination to other Member States and occasional publication
· Coordinate all aspects of events management, including liaison with UN Secretariat, enues, caterers, hotels and other service providers

· Respond to public and official requests for information on Australia and the United Nations, including conducting briefings for groups of students and other interested parties

· Maintain and improve the Mission’s website

· Establish and maintain a network of contacts within the Australian and the United Nations public diplomacy community, such as Australian agencies based in New York and within relevant United Nations agencies
· Build and maintain productive relations with key areas of the UN Secretariat, including the the UN Department of Public Information

· Co-ordinate the Mission’s intern program, including recruitment and supervision of incoming interns

· Media Liaison and Monitoring
· Manage media liaison arrangements for ministerial visits, including press conferences, transcripts and the dissemination of information to journalists
·  Manage logistical arrangements for media
· Respond to media inquiries in consultation with senior management at the Mission

· Circulate media releases, statements, speeches and other materials to maximise positive media coverage of Australian policies
· Prepare daily reports on the UN Secretariat briefings for the media

· Maintain a current database of Australian and other key media contacts in New York

· Monitor the media for key stories relevant to the Mission’s operations 

· Build and maintain constructive relations with media contacts 

Selection Criteria

1. Demonstrated experience in developing and managing public affairs programs in pursuit of corporate and strategic goals;

2. Demonstrated experience in events management;
3. Strong written and oral communication skills with an ability to communicate complex issues to audiences at all levels;

4. Experience of media liaison and media management;

5. Some experience providing high level advice relating to sensitive and confidential matters;

6. Knowledge of Australian policies and priorities in the United Nations;

7. Knowledge of the United Nations and associated systems;
8. Demonstrated initiative, interpersonal skills, self discipline and self reliance; and
9. Demonstrated ability to work under pressure and prioritise workloads in order to meet tight deadlines

How to apply

Applications should include:

· the attached Job Application cover sheet

· the attached Employment and Qualification Background sheet

· a statement addressing the Selection Criteria (maximum three pages)

In addressing the selection criteria, you should use specific examples of work you have done, describing how you have contributed to a process or an outcome, and how this relates to the criterion you are addressing.  Those applicants who most successfully meet the criteria will be contacted for an interview.  Phone interviews will be conducted for any applicants selected for interview who do not currently reside in New York.

Applications close 5pm (NY time), Monday, 20 June 2011.
Please send applications to Precy Ann Cuyos, HR Manager by email at Precyann.Cuyos@dfat.gov.au

Security Designated position
Owing to Australian national security regulations:
· Applicants must be Australian Citizens to satisfy security requirements.
· Applicants must be willing to undergo security checks necessary to obtain a clearance.

PERMANENT MISSION OF AUSTRALIA TO THE UNITED NATIONS – NEW YORK

Job Application Cover Sheet

1. Particulars of Position Applied For

	Title
	Level
	Location

	Media and Public Affairs Officer


	Broadband 2
	Permanent Mission of Australia to the United Nations

New York




2. Personal Particulars

	Title
	Surname
	Given Name(s)

	
	
	

	
	
	


	Work Number (incl. Area Code)
	
	Postal Address

	
	
	

	Home Number (incl. Area Code)
	
	City, Suburb or Town
	State
	Postcode

	
	
	
	
	

	Other Number (eg Mobile)
	
	Email Address

	
	
	


3. Employment
	Are you, or have you ever been, employed within the Department of Foreign Affairs and Trade portfolio?     YES/NO     


4. Referees 

	Referee’s Name
	
	Referee’s Name

	
	
	

	Contact Number
	
	Contact Number

	
	
	

	
	
	
	
	


NOTE : References are an important part of the recruitment process.  Referees may be contacted during the short listing process.

5 Citizenship

	Please note: For this position you must be an Australian Citizen


	Are you an Australian citizen?    
	Are you a citizen of any other country?



	
	YES/NO 
	YES/NO  
If yes please List:  


6. Applicant’s Statement

The above information, to the best of my knowledge, is true and correct. I consent to the Permanent Mission of Australia – New York collecting and using information, including verifying my academic and/or professional qualifications with relevant institutions; and to relevant employers disclosing information, in relation to my work performance and conduct for the purpose of assessing my suitability to carry out the duties of the job I have applied for, and suitability to become an employee of the Permanent Mission of Australia to the United Nations.
	Signature or place an X in the box below if completing form electronically
	

	
	
	Date:

	
	
	


PERMANENT MISSION OF AUSTRALIA TO THE UNITED NATIONS – NEW YORK

Employment & Qualification Background

1. Personal Particulars

	Title
	Surname
	Given Name(s)

	
	
	


2. Current Employment

	Month/Year

Commenced
	Employer
	Position

	
	
	

	Brief Description


	


3. Previous Positions Held (including movement within an organisation)

	Month/Year

Commenced
	Month/Year

Finished
	Employer
	Position
	Level

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4. Academic Qualifications

	Year Received
	Qualification
	Institution

	
	
	

	
	
	

	
	
	


5. Languages

	Language
	Top of Form

Bottom of Form

	
	

	
	

	
	


	6. Other e.g. Awards, Academic Appointments, Publications, Professional Associations, etc




