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TARAYANA FOUNDATION
THIMPHU, BHUTAN

“Service from the Heart”








								
JOB DESCRIPTION/TERMS OF REFERENCE
for Assistant Communications and Media Officer

Position Title: Assistant Communications and Media Officer
Grade: O-5 (P-5)
Salary: To Be Determined (TBD)
Work Station: Tarayana Foundation, Thimphu
Employment Term: Regular

I. Overview

The Tarayana Foundation was founded by Her Majesty The Queen Mother Dorji Wangmo Wangchuck and formally launched on May 4, 2003, by His Majesty The King Jigme Khesar Namgyel Wangchuck (then Crown Prince). Tarayana is a Civil Society Organization registered as a Public Benefit Organization (Registration No. CSOA/PBO-08) with the Civil Society Organization Authority of Bhutan.

Vision: A Happy and Prosperous Bhutan

Mission: To help the vulnerable and the disadvantaged help themselves

Motto: Service from the Heart"

Core Values: Compassion, Dignity, and Integrity

II. Purpose of the Position

Reporting directly to the Communications and Documentation Officer, the Assistant Communications and Media Officer shall assist managing the video documentation, assists in information gathering and content creation, support facilitating internal and external communications, and maintains the organization's safe and secure digital archives.

III. Duties and Responsibilities

The Assistant Communications and Media Officer plays a crucial role in maintaining the Foundation’s internal and external networks. The incumbent is responsible for assist creating, managing, and storing communications and documentation materials in compliance with organizational guidelines.

Key responsibilities include, but are not limited to:

A. Documentation and Media Responsibilities
1. Design, maintain, and regularly update the organization's website.
2. Assist with scriptwriting, content creation, videography, and video editing for promotional and documentation purposes.
3. Graphic design and layout public relations materials, including brochures, leaflets, pamphlets, newsletters, awareness campaigns, and reports.
4. Collect timely, accurate news, stories, and data from field officers and program divisions to update social media and the official website.
5. Maintain a structured, secure, and reliable server archive for all photos, videos, and communication assets for future reference.

B. Communication Responsibilities

1. Collaborate with partner agencies, donors, government partners, and other stakeholders to strengthen networks and boost program support.
2. Assist in drafting press releases, educational content, social media posts, website updates, newsletters, and annual reports in coordination with program leads.
3. Adhere strictly to national and international communications protocols.
4. Monitor official channels to mitigate misinformation, clear up errors, protect the organization's reputation, and uphold respect for Royal directives and prerogatives.
5. Assist the Communications and Documentation Officer in editing and compiling divisional reports for official publication.
6. Facilitate internal messaging to keep staff updated on key programs, events, and announcements in a timely manner.
7. Perform any other duties assigned by the Executive Director or supervising officers.

IV. Eligibility Criteria, Qualifications, and Competencies

1. Education: Bachelor’s Degree in Mass Communication, Information Technology, Computer Science, or a related field with minimum 60% score in Bachelor Degree.
2. Design & Technical Skills: Proficiency in web design, web maintenance, graphic design, layout software, and video editing tools.
3. Writing & Communication: Strong written and verbal communication skills in English and Dzongkha, including content writing and editing.
4. Interpersonal Skills: Excellent interpersonal, networking, and team collaboration skills.
5. Experience: Having past experience would be added value.  
6. Required Documents for Application: (CV, Academic Transcripts of Class X,XII and Bachelor Degree, CID Copy, Valid Security Clearance, Valid Medical Certificate, and etc.)

Logo on the left: Emblem of the National Award of Merit (Gold) received from His Majesty The King on the 109th National Day 

Email: tarayana2003@gmail.com, Website: www.tarayanafoundation.org
www.facebook.com/TarayanaFoundation
Telephone: +975-2-329333 Fax: +975-2-331433, P.O Box 2003, Chubachu, Thimphu
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