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Communications & Knowledge Coordinator 

About the organisation 

Cardno is a global consulting organisation that manages 
projects for major donors, delivering aid work in various 
disciplines such as education, health, governance, resource 
and environment management and infrastructure. Our work 
expands across Europe, Latin and North America, Asia, the 
Pacific and Africa.  With over 6,000 staff worldwide, our vision 
is to be a world leader in the provision of professional 
services to improve the physical and social environment.  

About the program 

ASEAN–Australia Counter-Trafficking (ASEAN-ACT) will 
continue Australia’s long-running collaboration with the 
Association of Southeast Asian Nations (ASEAN) to stop 
human trafficking in our region. The program will principally 
engage in the justice sector response to human trafficking. It 
will engage all 10 ASEAN Member States in some capacity 
and will establish national-level programming in Cambodia, 
Indonesia, Lao PDR, Myanmar, the Philippines, Thailand and 
Vietnam. 

ASEAN-ACT is a core part of Australia’s contribution to 
assisting ASEAN and its member states justice sectors to 
successfully implement the ASEAN Convention Against 
Trafficking in Persons, especially Women and Children 
(ACTIP) and realise the rights of all victims of trafficking.  

Role and responsibilities 

The Communications & Knowledge Coordinator will support 
the delivery of communications activities, knowledge 
management and learning for ASEAN-ACT. Working as part 
of a diverse team, across multiple locations, the 
Communications & Knowledge Coordinator will be 
responsible for supporting the dissemination of people-centric 
communications and supporting internal communications 
within the project. The position will also work closely with 
monitoring, evaluation and learning to support the programs 
evidence gathering activities to highlight the impacts being 
achieved.  

Specific duties 

Coordinate external communications activities   

> Write/edit media releases, news bulletins, articles and 
speeches. Updating program factsheets as required.   

> Provide inputs and monitor the ASEAN-ACT website. 

> Develop, maintain and expand ASEAN-ACT’s photo library 
ensuring compliance with Australian Department of 
Foreign Affairs and Trade (DFAT) policies.  

> Support the development of knowledge products for 
ASEAN and partners. 

Support Public Diplomacy 

> Assist the Team Leader by providing communications 
materials to DFAT and other stakeholders which positively 
reinforces the partnership between Australia and ASEAN. 

Deadline for applications 

28 July 2019 

Position 

Communications & Knowledge 
Coordinator 

Duration 

2-year, with the possibility of extension 

Commencement 

ASAP 

Location 

Bangkok, Thailand 

Reports to  

Team Leader (or delegate) 

Key relationships 

Deputy Team Leader 

Strategic Communications Adviser 

Monitoring, Evaluation and Learning 
Director 

Contact details 

Queries relating to this position should be 
directed to recruitment@aseanact.org   

It is essential that you quote 
‘Communications & Knowledge 
Coordinator’ in your email title, or you 
may not receive a response.  

Child protection 

Cardno is committed to child protection 
and safeguarding the welfare of children 
in the delivery of our International 
Development programs. Recruitment and 
selection procedures reflect this 
commitment and will include relevant 
criminal record checks. 

Cardno is an equal opportunity 
employer 

Cardno encourages women to apply. 
Cardno recognises the moral and legal 
responsibility to provide an equal 
opportunity workplace by ensuring that 
all recruitment and selection decisions 
are based on the best qualified and 
experienced candidate who can perform 
the genuine inherent requirements of the 
position. 
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> Assist the Team Leader by providing communications materials to DFAT and other stakeholders which 
highlights ASEAN-ACT’s contribution to Australia’s Foreign Policy Objectives, alignment to the 
Sustainable Development Goals and impact the program has on counter trafficking in ASEAN. 

> Support DFAT and ASEAN-ACT in coordinating promotional activities for major events and days relevant 
to the program.  

Program Outreach 

> Ensure compliance with DFAT branding and alignment with DFAT’s public diplomacy policies.  

> Implement ASEAN-ACTs Communications Guidelines, to ensure consistency of messaging across 
products, platforms and training staff where necessary. 

> Implement ASEAN-ACTs Branding Style Guide, to ensure consistency of branding across products, 
platforms and training staff where necessary. 

> Liaise with other DFAT funded programs and other organisations to share and gather content related to 
activities being implemented in the counter trafficking sector.  

Coordinate internal communications activities 

> Coordinate internal communications activities and channels, to meet the information needs of the 
program and leadership. 

> Develop content to ensure the program’s principles, values and key messages are clearly established 
and maintained. 

> Assist in maintaining a strong ‘one’ team culture across a dispersed organisation. 

Supporting monitoring, evaluation and learning  

> Support collection of program stories for reporting or communication purposes. 

> Maintain a collection of relevant media stories to support the program’s context analysis. 

> Provide support to the implementation of ASEAN-ACT Monitoring, Evaluation and Learning Plan. 

> Manage and implement agreed activities as schedule. 

Selection Criteria 

Qualifications  

> Excellent command of English, written and spoken.  

> Relevant qualifications and experience in communications, design, journalism, international relations, 
international development with a minimum of five (5) years professional experience.  

> Ability to work with InDesign, Publisher and other website applications. 

> Skills in Office 365 including Teams, Yammer and other Microsoft office applications. 

> High-level interpersonal and communication skills, including experience in cross cultural environment and 
international settings. 

> A flexible and creative response to issues. A positive and team player attitude. 

> Planning and coordination skills including the ability to effectively manage deadlines and timing. 

How to apply 

Send an email to recruitment@aseanact.org with: 

> The words ‘Communications & Knowledge Coordinator’ in the email subject 

> Your CV 

> A one-page letter, which describes which describes how your skills and experience are applicable to 
the selection criteria  

> The names and contact details of three professional referees 

Late applications will not be considered. Only short-listed candidates will be contacted. Interviews will be 
conducted in English. Candidates from ASEAN Member States are strongly encouraged to apply. 
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