Job Description
Title: 

Communications Intern
Supervisor:
Communications Associate
Position Summary: The Communications Intern will support Pact communications in Vietnam, with special focus on web development and standardization of communications templates.
Specific Duties and Responsibilities:

Web development
· Assist in implementing new/expanded sections of Pact’s Vietnam webpages
· Help design visuals and write basic HTML for new/expanded sections (e.g. Global Fund, Our Partners)
· Collect materials and draft original content, liaising with partner organizations as necessary

· Upload via CMS, using agreed HTML format
· Assist in implementing bilingual English/Vietnamese support on Pact’s Vietnam webpages

· Help design graphic interface and write basic HTML for bilingual support

· Draft Vietnamese translations of existing English web content; ensure proofreading by designated Vietnamese colleagues; adjust texts accordingly

· Upload via CMS, using agreed HTML format
· Add hyperlinks between existing and new webpages as appropriate, via CMS
· Assist in implementing Extranet space for document sharing with partner organizations

· Liaise with partner organizations to create user list

· Liaise with HQ to create Extranet space and set permissions
· Manage and upload documents on Extranet, using agreed folder hierarchy and naming convention

· Liaise with users to announce content updates and obtain feedback

· Actively propose additional improvements to webpages and assist in implementation (e.g. collection and subtitling of video clips with partner organizations)
Communications templates
· Assist in developing and fostering use of new templates for Pact’s Vietnam office communications
· Survey Pact’s Vietnam staff about different improvised templates they currently use 

· Design standard office document templates based on existing models, for various current media and uses (e.g. English/Vietnamese; reports/event agendas/letters; word processing/slideshows)

· Support Pact’s Vietnam staff in adopting new templates (e.g. appropriate use of images, font options, style sheets)
Other support
· Assist in planning and logistics for events, as needed/requested (e.g. training courses, workshops, public events)
· Assist in creation of other communications materials, as needed/requested (e.g. slideshows on Pact program themes, office correspondence)

· Support Pact team in other activities as needed, under direction of Communications Associate
Desired Education, Skills and Qualifications: 

· One year’s experience in a relevant field (e.g. web design, graphic design, journalism)
· Knowledge of international development issues an asset
· Native oral and excellent written communication skills in Vietnamese (with work samples)
· Strong oral and written communication skills in English
· Exceptional attention to detail, both written and visual (with work samples)
· Facility with Office Suite (e.g. Word, PowerPoint) and HTML, or willingness to learn
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