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ABOUT THE ROLE
Last review:  April 2026
	Title
	Communications Associate

	Reporting to
	Communications & Business Development Lead, Nepal

	Matrix Reporting
	Asia Lead_ Networks & Ecosystems

	Reports
	None

	Groups
	  Country, Region and International Communications Teams

	Relationships
	  Business Development and Communications team, International   
  Communications Team, Regional Team, Thematic Leads, Programme
  Delivery Team 

	Financial Scope
	  None

	Location
	  Nepal

	Duration
	Fixed Term

	Grade
	3

	Travel
	As and when required



PRACTICAL ACTION’S PURPOSE STATEMENT
Practical Action exists to change the systems that keep people in poverty and vulnerable to the impacts of climate change, nature loss and pollution. We work alongside communities to build resilient livelihoods and thriving, inclusive societies.​

ABOUT THE ROLE
The purpose of the role is to support overall areas of communications to achieve Practical Action's change ambitions and business growth in Nepal, and within the Asia Region. The role supports overall communication, branding, and profiling related activities, including implementation of the communications strategy and specific communications plan of the projects in Nepal and Asia. The position is also responsible for content collection, management, and production of communication materials while assisting in managing the digital platforms of Practical Action in Nepal and Asia. The role supports production of timely and high-quality knowledge products and collaterals and supports in the execution of communications for fundraising plans. The role will also support the Asia region's business development communications, specifically in adapting existing programme evidence and stories for new audiences across Southeast Asia and the Asia Pacific.

KEY ACCOUNTABILITIES
[bookmark: _Hlk146035028]Strengthen organisational communications profile 
1. Support the development and implementation of strategies and plans for communications, profiling, and digital media management through innovative ways to enhance communication efforts and reach a wider audience.
2. Support in ensuring branding compliance across the organisation, programmes, projects, and staff as per the branding guidance of Practical Action and donors. 
3. Support in developing content for marketing collaterals and the Annual Report including basic design and layouts to ensure effective visual communication.
4. Lead the management of the Digital Assets Management System for the Nepal Office. 
5. Maintain an inventory of the organisation/project’s features in different media (newspapers, television etc.) including all communications products on a regular basis.
6. Works closely with the Monitoring, Evaluation and Learning (MEL) team to develop drafts and design learning products.
7. Support in designing and disseminating communication materials for donors and during internal and external events like case studies, impact stories, and programme profiles drawn from Nepal, Bangladesh and India.
8. Research and adapt existing impact evidence from Nepal, Bangladesh, and India for new geographic contexts, helping reframe programme stories to resonate with funders and partners in Southeast Asia and Asia Pacific.
9. Support in conducting training for team members to strengthen overall communication skills. 

Support in the delivery of project communications requirements 
1. Lead along with project teams, organise visits and conduct interviews to help develop in-depth case studies showcasing the organisation’s achievements, beneficiaries, and impact. 
2. Collaborate closely with the project team to gather information and draft stories from the field, creating engaging content for websites, blogs, and social media platforms. 
3. Work with external vendors to create and finalize communication materials. 
4. Translate and transcribe basic organisational documents, project reports, and communication materials as needed. 
5. Collaborate with the project team to develop and design project-related communication materials, such as project briefs, brochures, publications, and information, educational, and communication (IEC) materials.
6. Support in packaging impact and learnings from our programmes to resonate with new audiences in Southeast Asia and the Pacific. 

Managing digital media and monitoring results 
1. Assist in developing an annual digital media plan for both national and regional platforms.
2. Generate creative ideas to enhance engagement and growth on social media, contributing to the development of website content.
3. Help curate, schedule, and publish content on national and regional social media platforms to ensure a consistent online presence.
4. Support the International Communications team in creating and executing a joint social media calendar.
5. A consistent LinkedIn presence that tells the PA Asia story as it unfolds - not just project updates, but a narrative of an organisation moving purposefully into new territory, drawing on deep regional roots. 
6. Develop a plan for disseminating communication products and oversee the dissemination process.
7. Short-form footage and visual assets from field sites that can be positioned across geographies - usable in marketing pitches, social media, and events. 
8. Monitor social media engagement to create an effective engagement strategy and generate regular reports on the effectiveness and engagement of social media for management review.

Managing media and external relations
1. Assist in preparing and updating the media list, monitoring media coverage, and maintaining relationships with media contacts.
2. Support the development of press releases.
3. Help create a database containing details of media outlets and external networks across various program areas.
4. Collaborate closely with country and regional teams to develop materials and collateral for external engagement and marketing.


Organisational Policies, Safeguarding and Code of Conduct
1. Ensure that the role is delivered in compliance with organisational policies on Safeguarding, Diversity and Dignity at work and the Code of Conduct.
2. Responsible for gender responsive behaviour in all actions and decisions. 
3. Ensure non-discriminative behaviour based on gender, age, sex, race, ethnic background, culture, disability, nationality, religion and marital status. 
4. Be sensitive and adaptable to gender and social inclusion.

Organisational Core Values
1. Ensure that you are People Centred, striving to create an equal, fair, accessible, dignified and respectful environment for everyone we work with – from colleagues and communities, to supporters, suppliers and stakeholders. 
2. Ensure you are Impact Driven, existing to make a positive difference, so everything we do is driven by our energy to create lasting value for the people and communities we serve. 
3. Ensure you are Transparent and trustworthy, acting with integrity, honesty, and strong ethics, building mutual trust with everyone we work with to achieve the highest standards.
4. Ensure you are Innovative, and champion learning, curiosity and fresh thinking, bringing local knowledge to create global impact.
5. Ensure you are a Resilient changemaker working for sustainable development, meeting challenges head-on, and evolving through the lessons learnt.

PERSON PROFILE
To be successful in the role, the ideal candidate will be able to demonstrate:
	Experience & Knowledge



	· At least two years of work experience in communications/journalism/marketing related works
· Experience of writing content, blogs, articles and case studies for websites and social media
· Understanding of photography, videography, and use of editing tools
· Decent understanding of AI tools and its use.
· Skills to priortise task and meeting deadlines.
· Ability to work with cross-functional, cross cultural, and multi-disciplinary team.
· Excellent interpersonal, verbal, and written communication skills. (Both English, and Nepali)

	Competencies

	· Teamworking with accountability (Foundations level)
· Nurturing, leading and management of internal relationships (Foundations level)
· Nurturing, leading and management of external relationships (Foundations level)
· Personal effectiveness and self-led development (Foundations level)
· Timely & effective delivery of role (Foundations level)
· Innovation and adaptability (Foundations level)
· Strategic and data driven (Foundations level)
· Purpose driven contribution (Foundations level)




Qualification: Bachelor’s degree in Journalism, Mass Communication, Marketing, or any discipline preferably in development related subjects 
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