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To find out more about ILGA please visit the ILGA web site at 

www.ilga.org
INTRODUCTION

Dear applicant

RE: Press Officer

Thank you for your interest in the post of Press Officer with ILGA. This pack contains all the information that is necessary to apply for this post.

1. Application form and attached documents

Attached to this application form are three key documents:

· The job advertisement provides some background to the job, and summarises briefly the characteristics of our ideal candidate.

· The job description sets out the purpose, reporting relationship duties and responsibilities of the position, including a person specification outlining essential and desirable criteria for the post. 

Please read the job description and carefully demonstrate how you meet the essential criteria as this informs the short listing process.

If you do not have the essential criteria for the post, your application will not be considered further. Those applicants who best demonstrate the specific requirements in their applications will then be assessed against the desirable expertise. 

We hope that the enclosed information is sufficient for you to proceed with your application.  Should you wish you may have an informal discussion about the post with Renato Sabbadini (renato@ilga.org), co-Secretary General of ILGA.  

2.  Selection process 

· The selection panel, consisting of the co-Secretary General, the Executive Director  and a member of the Executive Board, and an external advisor will decide on the list of candidates to be interviewed by April 22nd 2010. Only short-listed applicants will be contacted.   Interviews will take place in Brussels on 3rd May 2010.

· Key experience and competences will be explored at interview stage.

· Short listed applicants will be asked to:

· Attend an interview by the selection panel (estimated duration 45 minutes, including the presentation, see below).

· write and present their approach to implementing a Communication Strategy for enhancing the effectiveness of ILGA in the traditional mass media and in the new IT media (Maximum 20 minutes for presentation and 10 minutes for discussion - Total duration 30 minutes).

ILGA will cover travel costs to attend interviews in Brussels (on presentation of receipts - on the basis of economy accessible travel option)

   The selected candidate will be required to provide proof of qualifications when offered the job and to provide written references from two professional referees.

3. Probation period

The appointed candidate will be required to successfully complete a 6-month probation period before the appointment is approved.  

APPLICATION FORM

CONFIDENTIAL

Press Officer

All information given on the application form and during the selection process will be treated as confidential.

· ILGA is committed to making the recruitment process accessible to applicants with disabilities and necessary arrangements can be made upon request 

· All questions must be answered

· Please do not include CVs with the application as they will not be considered.

· Only applications completed on this form will be accepted

· Extend the tables if there is insufficient space for answers

· ILGA working languages are English and Spanish, the knowledge of French will be considered an important plus.  

Applications must be sent by 17.00 CET, Monday 19 April 2010 by

· E-mail to admin@ilga.org 

AND 

· By post (sign the Declaration at end of form) to ILGA, rue de la Charité 17, 1210 Bruxelles, Belgium. 

1.
PERSONAL DETAILS


First name(s) or given name: 

Surname: 

Home address:


Postcode:

Country:

E-mail address: 

Telephone (home):

(Daytime/work):

May we use the daytime/work number?

2.
EDUCATION 

	Name and address 
of college/university
	From/to
	Full-/
part-time
	Qualifications obtained

	
	
	
	


	
	
	
	


	
	
	
	


	
	
	
	


	
	
	
	


3.
PROFESSIONAL QUALIFICATIONS, TRAINING AND DEVELOPMENT

Please give details of any professional qualifications, accreditation, relevant training or development courses attended, and any qualifications obtained.

	Course title
	From/ to
	Course provider
	Summary of content and any qualifications obtained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4.
LANGUAGES

Please specify your level of proficiency within a range of 1 to 5 (with 5 being the highest). 

	Language
	Reading
	Understanding
	Speaking
	Writing

	English
	
	
	
	

	Spanish
	
	
	
	

	French
	
	
	
	

	Others (Please specify)
	
	
	
	


5.
MOST RECENT AND ALL PREVIOUS POSITIONS

Please give details of your job (s) starting with the most recent. Include any periods when not employed and explain gaps. Also include unpaid work.

	Employer's name and 
address
	From/to
(month/ year)
	Position held including brief description of your duties
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


6.
ESSENTIAL REQUIREMENTS FOR THE POST

Please give a brief description (no more than 200 words per answer) of your experience under all the following headings. Be as specific as possible about your role in the examples you give. 

· Strategic Direction and Planning 

Describe a situation where you developed, or were part of developing, a communication strategy for an organisation.  Tell us how you assessed the needs of the organisation from a communication perspective and how you prioritised among them and how you measured the effectiveness of the strategy a year later.

· Press events 

Describe a situation where you organized a press conference related to a major event of an organisation (e.g. a conference, an event for a large group of people, etc.) What was your role?  What were the various elements in your plan?  How did you perceive the satisfaction with            the outcomes?

· Crisis management 

Describe a situation where you had to handle the potential damage on an organisation due to a news item appeared on the main media. Did you react on your own initiative or were you prompted into action by someone else? Who were your interlocutors during the crisis? Were you able to take advantage of your network of contacts in the media to control the damage?   

· Managing Yourself

How would you describe yourself in terms of taking care of the communication of an organisation and its work?  What motivates you the most in performing your tasks?

· International Network Membership Organisation

Identify the main obstacles a press officer faces in handling the communication of a large international membership organization. How would you proceed to circumvent these so as to improve the image and credibility of the organisation?

·  Experience with and knowledge of ILGA

Have you been involved with ILGA before? How? How would you describe the organisation?

7.
MOTIVATION 

Explain why you are applying for the position of Press Officer with ILGA

8.  
WORK PERMIT


Do you require a work permit to work in the EU?

9.
REFERENCES

Any offer of employment will be subject to receipt of satisfactory references. Please provide the names, addresses and telephone numbers of two referees, one of whom should be your present or most recent employer.  Referees will not be contacted prior to the interview.

· Name

:

Position
:

Address
:


Telephone number:

E-mail:







What is your connection with this referee?

· Name

:

Position
:

Address
:


Telephone number:

E-mail:







What is your connection with this referee?

10.
IF SELECTED


When would you be able to take up employment with ILGA?

11. 
JOB ADVERT


How did you learn about this job opportunity?

Declaration

I declare that the information provided on this form is correct to the best of my knowledge and understand that any information submitted in connection with employment and subsequently found to be incorrect or deliberately misleading could lead to dismissal without notice.

Signed





Date


JOB ADVERTISEMENT

Press Officer

ILGA is recruiting a press officer 

ILGA aisbl is a 31-year-old association of over 700 member organizations worldwide, that operates at the global level to achieve equality for lesbian, gay, bisexual, transgender and intersex people. The association is governed by an international board and elects two Secretaries General to represent it on a political level.  A staff of five professionals based in Brussels, Belgium, supports the work of the association on a day to day level. 

ILGA values creative and inclusive approaches to work and management. We are committed to working in partnerships and coalitions with a wide range of external organizations and to constantly developing ILGA as an international membership human rights organization. 

To fulfill the newly created position of Press Officer we are looking for a colleague for 36 hours per week.

Main tasks: 

Responsible for the press strategy of ILGA, including :

· Training the ILGA team in providing sources for press opportunities

· Writing press releases for the English, Spanish, and possibly also French media market

· Maintaining an international database of press contacts

· Looking for interview opportunities within the mainstream media for the Secretaries General and for the Executive Director

· Managing the news content of the ILGA's website

· Managing the Youtube, Facebook and Twitter pages of ILGA

· Updating the Wikipedia page on ILGA

· Drafting daily press reviews on LGBTI relevant news in the international media,  drawing the Executive Director's and the Secretaries General's attention to pieces of news requiring immediate action and response by the organization

· Training staff in writing skills related to reporting 

Job requirements: 

· Knowledge of current LGBTI and Human Rights violations of LGBTI people in the world

· A degree in journalism or equivalent field

· Knowledge of media in English, Spanish and French

· Excellent writing and communication skills

· Experience in working with mainstream news agencies 

· Experience with working on a data base, website and common IT software.

For more information and to request an information package, please contact Administration and Finance Officer E. Kana at admin@ilga.org.

Gross monthly salary excluding holiday pay, pension and allowances is between €3100 and €3600 per month, depending on experience. 

Closing date for receipt of applications by E-mail: 17.00 CET, 
19 April 2010

Short listed candidates will be invited for interview in Brussels on 3 May 2010. 


ILGA is an equal opportunities employer

 

Candidates must be eligible to work in Belgium. Only short-listed candidates will be contacted. The Application Pack should be sent to E. Kana at admin@ilga.org.

Confirmation in the post will be subject to the successful completion of a 6-months probationary period.


Job Description

 PRESS OFFICER ILGA (Brussels)

Job purpose

· To recreate and maintain ILGA as an organization in the news of the mainstream and specialized media for international bodies, governments, NGOs and the general public worldwide to be informed about relevant events and developments concerning the fight for equality by LGBTI organizations throughout the world. 

Main accountabilities

· Responsible for the press strategy of ILGA, including

· Training team in providing sources for press opportunities

· Writing press releases for the English, Spanish, and possibly also the French media market

· Maintaining an international database of press contacts

· Looking for interview opportunities within the mainstream media for the 
Secretaries General and for the Executive Director

· Managing the news content of the ILGA's website

· Managing the Youtube, Facebook and Twitter pages of ILGA 

· Updating ILGA's page on Wikipedia

· Drafting daily press reviews on LGBTI relevant news in the international media, 
drawing the Executive Director's and the Secretaries General's attention to pieces 
of news requiring immediate action and response by the organization

· Training staff in writing skills related to reporting 

Dimensions

· Reports to the Executive Director

· At least 26 press releases are written per year

· At least 12 interviews to either the Executive Director or the Secretaries General are released every year 

Knowledge, skills and experience

Knowledge

· Knowledge of current LGBTI issues, in particular in connection to Human Rights violations of LGBTI people in the world

· Knowledge of how the media industry works, particularly when it comes to organizing press campaigns focused on the UN or UN related bodies

· Knowledge of media in English, Spanish and possibly French speaking world, with focus on mainstream news agencies and media reporting on the UN on a regular basis (e.g. Reuters, AP, France Press, BBC, CNN, Al-Jazeera, ecc.)

Attributes:

	· Ability to inspire

	· Strategic insight 

· Ability to work with a team to access all the possible ideas

	· Ability to make clear agreements and to maintain agreements, able to work as a member of a team

	· Able to work with people who have varying levels of expertise

	· Precision, an eye for detail, ability to make calls and follow up

	· Ability to work as a team member 

· Ability to follow leads on information and be an information entrepreneur

	· Ability to listen to what people are saying and transform that into news stories

· A track record in providing press attention for LGBTI organisations


Skills needed:

	· Networking skills: Building relations with the press to ensure the news gets taken up, targeting specific news media where that is the most strategic place to be published. Understanding the issue of timing: when in a campaign is it important to send news, when is it important to massage journalists/bloggers, etc.

	· Writing for the press 

· Building relations with the press to ensure the news gets taken up, targeting specific news media where that is the most strategic place to be published

	· Teaching skills

	· Working in the database

	· Networking skills

	· Organizational skills

	· Strong communication skills


Experience

· At least five years experience in a press-related environment

· A degree in journalism or equivalent field

Key relationships / customers

· Key international newspapers and media (Reuters, AP, ANP, CNN, BBC, Al-Jazeera, etc.)

· Belgian daily newspapers and TV and Radio

· Key journalists in designated countries and publications/media

· Pink press

· LGBTI bloggers

· Secretaries General

EQUAL OPPORTUNITIES STATEMENT

ILGA is the International Lesbian, Gay, Bisexual, Trans and Intersex Association (ILGA). It is a non-governmental umbrella organisation which represents its members, principally organisations of lesbian, gay, bisexual, trans and intersex persons.at the International level. Its membership consists of some 700 organisations from across the world. Its purpose is to fight for the rights of those who face discrimination on the grounds of sexual orientation, gender identity, or gender expression.

ILGA has a policy and a strong commitment to equal opportunity. This policy applies both to ILGA’s implementation of its work programme and its employment practices.

ILGA is committed to opposing direct and indirect discrimination on grounds of disability, religion or belief, ethnicity or national origin, colour, race, creed, gender, marital or partnership status, domestic circumstances, age, HIV status, sexual orientation, gender identity/expression or any other unjustified grounds. 

ILGA will do all within its power to apply the above policies in its day-to-day operations and in its employment practices. 

