
VACANCY ANNOUNCEMENT

The role holder will be an integral part of Nepal Coffee Producers Association,
will work under the supervision of General Secretary and will collaborate with
resource groups from Nepal Coffee Producers Association for the funded
program implemented by NCPA.

Seeking a highly motivated and creative individual to join our company as a
Public Relations/Marketing Officer. The ideal candidate will be responsible for
developing and implementing effective public relations and marketing
strategies to enhance our company's reputation and drive business growth.

POSITION: Public Relation / Marketing Officer - 1 HIRING
FULL TIME]

Lead in development of Export Services Information (ESI) for members.
Take leading role in hosting, maintaining and updating web portal.
Make information easily accessible and available to the interested parties.
Develop a system of two way communication top down and bottom up with
most efficient and reliable techniques.
Facilitate to make the information user-friendly with members ultimately
making useful to the target groups and final beneficiaries.
Also get involved in the day-to-day operation of information system in NCPA.
Update the membership status of the organization and work on for new
membership campaign.
Develop PR campaigns and media relations strategies
Collaborate with internal teams (e.g. marketing) and maintain open
communication with senior management.
Edit and update promotional material and publications (brochures, videos,
social media posts etc.)
Prepare and distribute press releases
Organize PR events (e.g. open days, press conferences) and serve as the
organizations spokesperson
Seek opportunities for partnerships, sponsorship and advertising
Address inquiries from the media and other parties
Track media coverage and follow industry trends
Prepare and submit PR reports
Liaison with other related organizations for sharing and improving the
information system.

Job Description 



VACANCY ANNOUNCEMENT

HOW TO APPLY
Candidates should email updated CV along with a photo and cover letter at
coffeenepal.org@gmail.com by February 28, 2023. Only shortlisted candidates will be
informed for further selection process. 

Bachelor Degree in Public Relations, Mass communications or
related field, from a reputed institute.
Proven experience as a Public Relations Officer or similar PR role
Experience managing media relations (online, broadcast and print)
Background in researching, writing and editing publications
Proficient in MS Office and social media
Familiarity with project management software and video/photo
editing is a plus
Ability to work independently and as part of a team
Strong communication ability (oral and written)
Excellent organizational skills

Candidate Specification
Desired Qualification and Experience Requirement


