Appendix Il

Ref #:

Government of Trinidad and Tobago
JOB DESCRIPTION
CONTRACTUAL POSITION
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The incumbent is responsible for developing, creating, Implementing, and managing digital and physical content

across various media platforms, Dutles include creating appropriate content through effective stakeholder

engagement, standardizing, and organizing the content using appropriate multimedia tools and techniques and
publishing the content on the appropriate media platforms.

Head - Corporate Communications or designated officer

= Works with divisions of the Ministry to promote brand consistency;

= Designs sketches of electronic and printed medla products such as websites, publications, newsletters, bookiets,
directories, calendars, brochures, posters, and presentations for the purpose of communicating and promoting
a positive Ministry/Department image.

*  Leads the implementation of social media strategies, manages content, and grows the Ministry’s online
prasence;

= Handles the organization and management of digital content using content management systems, including
regular updates;

= Collaborates with cross-functional teams to develop engagement strategies and analyse social media
performance for continuous improvement;

= Explores new social platforms for expansion to drive citizen-engagement;

* Developsand manages engaging content in platform-appropriate formats for the organization's website and
social media;

= Conducts research for content development;

= Performs video transcription and captioning, ensuring the quality and accuraey of published material;

= Performs other related duties.
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= Proficiency in the Adobe Creative Sulte, Including Photoshop, Illustrator,
Premiere Pro, and After Effects, for creating and editing 2 variety of
digital content;

= Proficient in content management systems and analytics software;

®= Considerable knowledge of web contentidentification, collection,
standardization, organization, presentation, sscunty, and management
using assoclated tools.

»  Familiarity with stilt and video camera nperatlon, as well as video, audio,
podeasting, and image editing tools, Is highlv advantageous.

»  Search engine optimization

«  Demonstrates creative and critical thinking with a keen eye for detall;
essential for content development and prohlgm—solvmg.

*  Strong writing, proofreading, and editing abilities, ensuring clear,
accurate and effective communication Inall eontent

= Exceptional IT proficiericy, Including advaneeq skills in Microsoft Office
(Excel and PowerPolnt) and Adobe Creative Suite, for diverse content
creatlon.

= Efficient work ethic, maintaining high quality and precision in fast-
paced, multl-faceted environments. :

»  Goal-oriented approach with a strong custumer focus, meeting diverse
stakeholder needs.

= Capable of managing multiple projects simuitaneuusly, adhering to strict
time ,nés whlie' é‘rfnrmtng under pressnre tu a:hiwe ta:gets,

extemai stakehniders, and cnllabora,te across;.departments_.

Ability to manage key stakeholders and prioritize appropriately,
Innovative In organizing and presenting web. content

Expertise in creating visually striking and compel[lng

Proficiency in understanding statistical data and translating it into
engaging Infographlcs and visual representatrons, facilitating effective
r.ommunlcatinn of complex lnfnrmatinn

® A minimum of twu{Z) years’ industry’ experlence In content: cneation and/PR related communications fleld.

= At least one (1) year experience engaging audlences through effective management arsocial media
channels,

»  Training as evidenced by a bachelor’s degree in English, Journalism, Commumcations, Public Relations,

.. Advertising, Literature, or a related field. :

= Any suﬂsabte combination of experience and training i
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