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Position Description 

Position Title Communications Coordinator 

Project Basic Education Quality and Access in Lao PDR 

Reports to Communications Manager 

Duration of Assignment Full time contract until end of Phase I (30 August 2020) 

Location Vientiane, Lao PDR 

 

Working Relationships 

The Communication Coordinator will work closely with 
Internally: 

• The Communication Manager 
• All the BEQUAL teams, based in Vientiane and in the regions 
• Coffey Communications team based in Adelaide 

Externally: 
• MoES relevant departments at central level, most particularly DoP, DTE, RIES and IMC 
• DFAT Education team, EU media team, other education stakeholders when relevant 
• Suppliers, mainly printers and video production companies 

 

Program Overview 

BEQUAL directly supports education priorities of the Government of Laos described in the Education 
Sector Development Plan prepared by the Ministry of Education and Sports (MoES) and is aligned with 
the strategic directions set out in Australia’s Education Delivery Strategy 2013-2018.  

BEQUAL is designed to be implemented over a total of 10 years, in three distinct phases, Phase 1 will 
end in August 2020. BEQUAL’s program logic was revised in early 2018 and focuses on three 
intermediate outcomes – national curriculum, better teaching and support systems. In addition to 
supporting MoES with the development and implementation of the national primary curriculum (Grades 
1-5) in 17 provinces and one municipality, BEQUAL will provide additional support to 32 educationally 
disadvantaged districts for supporting teachers with the implementation of the new curriculum to improve 
learning outcomes for children. 

Position Summary 

The Communications Coordinator will assist in the development and implementation of media, 
communications and promotional activities in support of BEQUAL goals and objectives and report directly 
to the Communication Manager.   

The Communications Coordinator supports development and implementation of all public diplomacy, 
promotional and communications materials and maintains close working relationships with DFAT 
Vientiane, Ministry of Education officers, BEQUAL partners and media stakeholders.  

This role plays an important part in the implementation of BEQUAL’s Communication Strategy. A strong 
focus until the end of the Phase I of the program is put on communication activities to support the 
implementation of the new revised primary curriculum. This involves working very closely with MoES 
counterparts, especially RIES and relevant media units. 
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Placement Outputs 

The expected outputs of this placement are effective and timely communications and public relations 
products in accordance with Coffey, DFAT, EU and USAID public relations and communications policies. 

Key Responsibilities 

The Communication Coordinator’s tasks and responsibilities will include the following: 

• Support the Communication Manager in drafting, designing, editing, producing and then 
disseminating a range of communication materials such as brochures, newsletters, posters, 
promotional tools according to the communication action plan.  

• Support the Communication Manager in identifying good topics for articles, interviewing relevant 
people, drafting articles in English and providing a high-level Lao translation. 

• Liaise with relevant MoES departments and DFAT education team when developing content for 
news articles and communication printed, audio or video materials to get their clearance. 

• Liaise with BEQUAL teams in Vientiane and in the region, IMC, DFAT, EU, USAID, Coffey and other 
key program stakeholders to disseminate the communication materials and the articles through their 
own networks, media channels and social media. 

• Ensure that all communication materials comply with all relevant BEQUAL, DFAT, EU and Coffey 
policies, including visibility and branding guidelines, GEDSI guidelines and child protection 
guidelines. 

• Take pictures of the program’s activities when necessary and maintain an up to date picture library. 
Ensure that all pictures are compliant with the DFAT’s child protection policy and liaise with regional 
teams and local authorities to fill individual informed consent forms for children under 18 years old. 

• In coordination with the IT/MIS Manager and the Communications Manager, ensure that the 
BEQUAL website is functioning and regularly updated. 

• Support the Communications Manager in providing guidance to BEQUAL team members on 
approaches to best communicate and promote program achievements.  

• Liaise with technical advisers and senior management across BEQUAL to ensure that all materials 
they produce comply with DFAT, EU, and Coffey branding guidelines where applicable. 

• In collaboration with the Communication Manager, work with monitoring and evaluation program 
personnel to incorporate monitoring evaluation and learning into all promotional and 
communications activities. 

• Assist with planning, organisation and coordination of communication / public diplomacy events and 
official visits from representatives of the Government of Australia, Government of Laos and other 
program stakeholders to program locations. 

• Develop and maintain a close working relationship with DFAT’s education team in Vientiane, 
keeping them informed of all communication and public diplomacy opportunities in a timely manner 
and seeking clearance from both DFAT and Coffey for all relevant materials. 

Selection Criteria  

Qualifications 

• Bachelor’s Degree in Communication, Public Relations, Media or related field and minimum of one 
year relevant working experience or  

• At least 3 years’ relevant working experience in the Communication or related field. 
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Experience / knowledge  

• Demonstrated experience in drafting design and writing content of communication materials for 
publication in both English and Lao Language. 

• Demonstrated experience in drafting articles and managing a website. 
• Experience working in a communication role in an international organisation or development program 
• Experience in working with the media and government agencies with an understanding of relevant 

protocols. 
• Planning skills including the ability to effectively manage themselves and others in a range of 

competing tasks in a timely manner. 
• Computer and design skills with Indesign, Publisher, website applications, in addition to data input, 

collection and analysis with a high degree of accuracy. 
• High level knowledge of Microsoft Word and other relevant computer software. 
• Very high standard of written Lao. 
• Advanced knowledge and ability in both spoken and written English. 

Personal skills and abilities 

• Strong interpersonal and networking skills, good track record in working effectively in a team with 
different cultures and professions to achieve expected objectives. 

• Excellent organisational skills, able to prioritise workload, proactive approach to meeting deadlines 
with limited supervision. 

• Ability to maintain a high standard and attention to detail. 
• Demonstrated high-level written and verbal communication skills, including the ability to effectively 

communicate with staff at all levels and to produce effective business correspondence. 
• A creative and innovative approach to design communications tools. 
• A positive and team player attitude. 
• Ability to maintain high ethical standards when representing BEQUAL in any capacity. 

Child Protection  

Coffey is committed to protecting the rights of children. We reserve the right to conduct police checks and 
other screening procedures to ensure a child-safe environment. 

Gender Equality, Disability and Social Inclusion 

Exemplifying Coffey’s commitment to technical excellence in gender equality, our team of dedicated 
GEDSI advisers work closely with our partners to ensure a context-specific and consistent approach is 
applied to all of our programs to improve the livelihoods of the world’s most marginalised groups. 

About Coffey  

Coffey has a 40 year history in successfully delivering international development projects on behalf of 
donors right around the world, including Australia’s Department of Foreign Affairs and Trade, USAID and 
the UK’s Department for International Development. Our people work side by side with local partners to 
support stability, economic growth and good governance, positively changing people’s lives. 
 


