	
	Job Description

	
	Job Title:  
	Communication Manager

	
	Grade:  
	P3 (Cat. B) (BPS-18)

	
	Department/ Project:  
	Digital Jobs in KP (MDTF)

	
	Location: 
	Peshawar

	
	
	


Organization Background: Khyber Pakhtunkhwa Information Technology Board is a public sector autonomous organization established under an Act of the Khyber Pakhtunkhwa Assembly in May 2011 for the promotion of Information Technology, Information Technology enabled services and Information Technology enabled education for public and private sector of the Province of the Khyber Pakhtunkhwa.
Project Description (if applicable): The project aims to support the KPITB in the creation of digital jobs, specifically through establishing linkages between the demand and supply of labor for outsourcing and promoting inclusion of disadvantaged youth and women in the digital economy in Khyber Pakhtunkhwa.
Primary Duties and Responsibilities:
· Developing effective communication strategies.

· Managing internal communications (memos, newsletters etc.).

· Drafting content (e.g. press releases) for mass media or company website.

· Organize initiatives and plan events or press conferences.

· Foster relationships with key persons.

· Facilitate the resolution of disputes with the public or external vendors.

· Assist in communication of strategies or messages from senior leadership.

· Work closely with the Project Manager to develop and strengthen employee engagement activities.

· Edit and proofread all marketing materials such as brochures, banners, emails and advertisements.

· Track and report on the effectiveness of all communication types the company is currently using.
Job Requirements: 
Education: Degree in Public Relations / Communications / Journalism / or any other related field (at least sixteen years of education).

Work Experience:  At least five years relevant post-qualification experience in a public or private sector organization.
Key Working Relationships: 
Position Reports to:  Project Manager. 
Indirect Reporting : Director Projects & Technical.
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