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Job Description 

 
Position Title: Communications Assistant     Position Grade: G 2  
 
Position Location: Bangkok, Thailand 
 
Budget: The hire will be mainly supported by funds from SUMERNET and Asia Core. 100% FTE 
 
 
Organizational Context: Stockholm Environment Institute (SEI) is an independent, international research 
institute founded in 1989. Its mission is to support decision-making and induce change towards sustainable 
development around the world by providing integrative knowledge that bridges science and policy in the field 
of environment and development. SEI was ranked as the world’s top think tank on environmental policy issues 
in the 2019 Global Go To Think Tanks Index compiled by the University of Pennsylvania's Think Tanks and Civil 
Societies Program. 
 
SEI has around 250 employees working at research centres in seven countries around the world. SEI’s 
headquarters are located in Stockholm, Sweden. Additional SEI research centres are located in Kenya (SEI 
Africa) Estonia (SEI Tallinn); United Kingdom (SEI York and SEI Oxford); the United States (SEI US); Thailand (SEI 
Asia); and Colombia (SEI Latin America). 
 
SEI Asia, based in Bangkok, has a diverse team of multinational experts that integrates scientific research with 
participatory approaches to co-develop and share knowledge, build partnerships, and influence policy for 
resilient development. It focuses on gender and social equity, climate adaptation, disaster risk reduction, 
water insecurity and integrated water resources management, transitional agriculture, renewable energy and 
urbanisation. 
 
SEI Asia is an affiliate of Chulalongkorn University (CU), Thailand. SEI and CU have inked a long-term agreement 
until 2023 to foster innovative scientific research combined with effective policy engagement on development 
and environmental challenges in Asia. The key areas of collaboration are: intellectual engagement for joint 
research applications and fund mobilization; lecturing and seminars for CU’s students; post–graduate 
supervision and examination; and, CU-SEI employee linkages. 
 
The Communications Assistant will support the SEI Asia Communications Team to ensure the effectiveness of 
SEI’s internal and external communication strategies. 
 
The Communications Assistant will report to the SEI Asia communications coordinator and will work as part of 
the SEI communications team. Performance is evaluated in annual reviews against this job description. 
Internal communications 
 
The Communications Assistant will support initiatives to build and strengthen the Centre and Cluster capacity 
in communication through regular trainings in key areas including social media, presentation, photography, 
videography, among others.  
External communications 
 
The Communications Assistant will support external promotion and profile-building of the SEI Asia Centre, 
Centre Director and research clusters. He/She/They will support communications for key project activities 
including social media, presentation, photography, videography, among others. 
 
The Communications Assistant will also give communications support for SEI Asia’s flagship programme 
SUMERNET, including website management, multimedia content and webinar production and social media 
management. He/She/They will need to translate selected SUMERNET content in Thai on a case-to-case basis.  
The communications assistant will support activities relating to the partnership between SEI Asia and 
Chulalongkorn University. He/She/They will also support the communications team in liaising with local 
vendors, Thai language media and networks and groups in Thailand. 
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Functional Statement: 
Accountability:  

• Provide communications support for Centre, CD and Cluster communications to ensure continuous 
and consistent efforts for enhancing profile and visibility, in line with the SEI Asia strategy.  

• Support content dissemination of key SEI research, activities and achievements, with special focus on 
the SUMERNET programme, through online and offline means. 

 
Responsibilities: 

• Support the promotion and profile-building of the SEI Asia Centre, Centre Director and research 
clusters.  

• Provide documentation support in key workshops, conferences, meetings and other relevant events.  
• Assists in liaising with external audiences including policy makers, academe, media, civil society, 

among others. 
• Support maintenance and management of the SEI Asia MOOC platform. 
• Supports the communications and outreach of the SUMERNET programme.  

 
 
Specific duties: 
Assists communications activities of the Asia communications team, and in particular, the Communications 
officer, with the following duties 
 
Centre, CD and Cluster communications  

1 CD profile: Support the communications planning for the CD’s participation in events and prepares 
materials for CD’s external meetings. Additional support includes taking minutes of meetings and 
photographs if necessary; organizing and compiling meeting reports for the Centre’s follow-up; and 
following up with CD’s outreach and networking efforts. 

2 CD and Centre visibility: Assists the CD and the communications coordinator to strategize and plan to 
meet key people, partners and groups in Asia (especially Southeast Asia and the Mekong region) 
including media to raise the visibility of the Centre and the CD. 

3 Branding at events: Supports the Asia Centre with branding and visibility activities, including 
preparations of materials for events involving Centre projects with Asia staff attending viz. workshops, 
conferences, bilateral meetings in the region; display booths; any needed public relations activities.  

4 Information materials and graphics design: Supports preparation including any design and graphics 
tasks of Asia Centre Clusters’ publicity materials for events and meetings, and for booth displays, to 
ensure our work is visible in strategic conferences and events. 

5 Social media: Supports managing of the Centre’s social media channel (SEI Asia Facebook group, 
Twitter, Linkedin, etc.); help Centre colleagues with sharing news on social media when they attend or 
present at events. 

6 Media outreach: Helps with media outreach, in particular with Thai language media (and the 
Asia/Mekong Region) for the Centre’s projects and events. 

7 Multimedia: Supports the production of films, podcasts and photostories for the communications 
team 

 
SUMERNET 

1. Supports work on the SN website, online webinars and capacity building, and social media. Produces 
short blogs, short films (especially using previous filmed footage) and ensures the SN website is a 
dynamic and active presence. Supports the SN website, newsletter dissemination, live events and 
social media; blogs and short films; and Thai language translation, especially for the website as well as 
regular outreach and updates to partners.  

 
Other coordination and support 

1 Assists in liaison and coordination with Chulalongkorn University for the Centre’s researchers and 
supports co-organised events and the development of “CU-SEI Asia Cluster”, attends routine SEI-CU 
meetings and help translation of Thai documents as needed. 

2 Coordinates with local Thai vendors (printers, designers/lay-out) for posters, flyers and any other 
publicity materials for the Centre and in particular specific Clusters and their projects. 
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3 Undertake other relevant tasks on the request of the communications coordinator, relevant to 
strategic communication and outreach of the Centre and Centre Director.  

 
Required Minimum Qualifications and Required Experience: 

• Educational Background: Master’s degree with at least two years of work experience (or Bachelor’s 
degree with at least 4 years of work experience) in the field of communications, social sciences 
communications, public relations (or related disciplines. 

• High level of competency in spoken English, with good capacity in English writing and reading) 
• Fluent in spoken and written Thai  
• Microsoft Office (especially MS Word and PowerPoint) 
• Good familiarity with communication technologies and use of social media: Facebook, Twitter, 

Youtube. 
• Familiarity with editing video and audio for short films and podcasts 
• Demonstrated planning and coordinating skills for supporting events, meeting preparations and 

display booths 
• Basic web posting and social media skills 
• Basic skills in supporting the preparation of publicity materials or display booths, email 

communications and social media posting 
• Strong ability to prioritize work and meet deadlines 
• Capacity to manage a diverse range of tasks and activities and keep deadlines 
• Able to work well both independently and within a variety of teams, contexts and cultures 

 
Desirable qualifications: 

• Fluent in other Asian languages 
• Experience working in international and cross-cultural environments 

 
--------------------------------------------------------------------------------------------------------------------------------------------------- 
Required Competencies: 
Core Values: Are the shared principles and beliefs that underpin the work of the organization and guide the 
actions and behaviours of all employees. They are not levelled.  

• Integrity  
• Professionalism  
• Respect for Diversity 

 
Core Competencies: Skills, attributes and behaviours which are considered important for all Employee, 
regardless of their function or level. All seven competencies are mandatory and they are rated individually. 

• Accountability 
• Teamwork and Collaboration 
• Communication  
• Commitment to Continuous Learning  
• Client and Results Oriented 
• Organizational Awareness 
• Entrepreneurship 

 
 


