Republic of Liberia

PUBLIC PROCUREMENT AND CONCESSIONS COMMISSION

Public Procurement & Concessions Reform

EXPRESSION OF INTEREST (EOI)
POSITION: INFORMATION AND COMMUNICATION DIRECTOR
EOI N0: PPCC/GOL/002/07.

The Republic of Liberia through the Public Procurement and Concessions Commission (PPCC) is implementing the Public Procurement and Concessions Reform Program and announces a vacancy for the position of Information and Communication Director to head the Information and Communication Unit of the PPCC. The duties will include but not limited to the development of public relations or communications strategy, amongst others, for the PPCC. Details of the duties and responsibilities are contained in the Terms of Reference (TOR) attached. 
The Public Procurement and Concessions Commission now invites eligible individuals to indicate their interest to be considered for the position. Interested individuals who  must be Liberian nationals domicile in Liberia or in the Diaspora must provide information indicating that they are qualified to perform the duties by submitting their detailed resume (curriculum vitae), names/contact addresses (including e-mails) of three referees. They must also provide description of work experience both general and relative to the similar positions.

An individual will be will be selected in accordance with the procedures set out in PPC Act of 2005 and approved by PPCC for the Selection and Employment of public officers.  
Interested individuals may obtain further information at the address below during office hours from 0830 hours and 1700hours GMT on week days - Monday to Friday.
Only short listed candidates will be invited to attend interview.

Remuneration is attractive and negotiable.

Expressions of interest must be delivered to the address below by Friday, December 7, 2007:

The Executive Director

Attn:  Mr. Joseph S. Neufville

Public Procurement and Concessions Commission

Executive Mansion Grounds, Capitol Hill

Monrovia, Liberia

Tel:  00231 6511 565

E-mail:  jsneufville@yahoo.com

Website:  www.ppcc.gov.lr  
	POSITON TITLE
	Information and Communications Director

	DEPARTMENT
	Information and Communications Unit

	RESPONSIBLE TO
	Executive Director

	RESPONSIBLE FOR
	Staff:

Public Relations Officer

Website/Data Input Assistant

Physical Assets:

Physical assets (furniture, computers, printers, materials and supplies, etc.) allocated to the Unit

Financial Assets:

Operating budget of the Unit

Intangible assets:

Reputation and credibility of the Commission related to activities of the division



	JOB PURPOSE
	Direct the Unit and ensure the external communications of and about the Commission is timely, accurate and professionally presented and that the technology based communications are adequately maintained.

	INTERNAL RELATIONSHIPS
	Liaise and coordinate with the division directors, Executive Director and Commissioners



	EXTERNAL RELATIONSHIPS
	· Heads of Procuring and Concession Entities

· Private Sector and Civil Society

· Donors

· Interested Public

	DUTIES
	· Develop format for the quarterly Public Procurement and Concessions Bulletin and website

· Develop and communicate all requirements for inclusion of information in the PPCC Bulletin and website 

· Maintain a record of all technology, computers and printers of the PPCC and develop the maintenance schedule

· Develop content, update and maintain the website on a daily/weekly basis

· Develop information dissemination methods for the PPCA, regulations, solicitations, training, etc

· Ensure the development of the Public Relations or Communications Strategy for the PPCC

· Obtain information, develop and publish the annual report of  PPCC

· Develop and publish the quarterly Public Procurement and Concessions Bulletin

· Prepare Press Releases and Press Statements to be approved by the ED) for the distribution to the media.

· Serve as Spokesperson for the PPCC, with the direct guidance and supervision of the ED

· Any other duties required by the Executive Director

	OUTPUTS
	· Quarterly Public Procurement and Concessions Bulletin

· Website with regular updates

	QUALIFICATIONS & EXPERIENCE
	· Bachelor’s Degree in Communications, Media, Journalism, Public Relations or related field

· Minimum of eight years of experience at the management level, with at least five of those years in public relations, journalism or communications.   Experience in website development and Management would be an advantage.

	OTHER QUALITIES OR REQUIREMENTS
	· Excellent interpersonal skills

· Good knowledge of the media

· Ability to direct a team

· Excellent oral and written communication skills

· Advanced knowledge of computers and technology

· Advanced working knowledge of MS Word, Excel and Power Point


