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Concept Foundation – Programme Assistant, Advocacy and Communications 
Full-time, 9 month contract commencing March/April 2017 

 
Description: Concept Foundation is an NGO working in the field of quality of and access to 
reproductive and maternal health medicines in developing countries with offices in Geneva, 
Switzerland and Bangkok, Thailand.  We are seeking a Programme Assistant, Advocacy and 
Communications to provide support to a product introduction project.  The project includes access 
to medicines, health systems strengthening and supply chain issues for a specific maternal health 
product and is being conducted by the Access to Maternal Health team in the Geneva office. This 
position is a full-time contract for a period of 9 months.  
 
Job title: Programme Assistant – Advocacy and Communications 
 
Responsibilities:  Under the direction of the Programme Officer, assist the Access to Maternal 
Health team with advocacy and communications activities related to the introduction and expansion 
of access to quality maternal health medicines in low and middle income countries. This includes: 
 

- Conducting research to support the project’s advocacy and communications activities at 
the global, regional, national and community level; 

- Assisting with the translation of research findings into actionable advocacy and 
communications activities designed to facilitate access to quality assured medicines in 
low and middle income countries; 

- Preparing advocacy and communications materials, tools and activities targeted to 
identified key stakeholders and audiences; 

- Drafting advocacy and communications materials including reports, brochures, policy 
briefs, evidence packages etc; 

- Assisting in advocacy and communications activities at the global, regional, national and 
local level involving a range of stakeholders including institutional donors, international 
organisations and NGOs to country and state governments, national NGOs and civil 
society organisations, including contributing to stakeholder meetings, presenting at 
conferences and events, conducting interviews etc; 

- Planning, coordinating and participating in meetings and teleconferences with 
programme team and partners; 

- Liaising with consultants and monitoring of consultant/service contracts; 
- Providing support to other access to maternal health related programme outputs, such 

as country activities, research studies, data collection and analysis and regulatory 
initiatives;  

- Supporting manufacturer engagement activities; 
- Developing website updates specific to access to maternal health activities and 

programmes; 
- Contributing to donor requirements in terms of proposal writing and reporting, including 

narrative reports/proposals; documents for external review and meetings and 
teleconferences and providing minutes as necessary under the direction of the 
Programme Officer. 

 
Requirements: Applicants should be able to demonstrate that they have the necessary skills and 
competence to effectively and efficiently contribute to an impactful advocacy and communications 
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programme in a global public health environment.  Fluent English is essential.  Applicants should 
have an interest in supporting an organization working in the international public health sector and 
have the maturity and professionalism to work effectively in a multi-cultural environment. Ability to 
travel internationally is a requirement of this position.  Only applicants holding a valid work permit 
for Switzerland will be considered for this position. 
 
Skills/Qualifications: The successful applicant will have 3+ years of experience in a similar role with 
at least 1-2 years experience working with low and middle income country stakeholders and will 
have completed an undergraduate degree in advocacy and communications with a public or global 
health focus, public health or other relevant field.  They will be proficient in the use of common 
technology and forms of electronic communication, specifically including the main forms of social 
media, web conferencing, webinars etc.  The Programme Assistant will demonstrate strong oral and 
written communication skills, excellent organization and project coordination skills, the ability to be 
flexible and adaptable and to contribute to a positive team environment. 
 
How to apply: Please send your CV with a covering letter to Fiona Theunissen at 
fiona.theunissen@conceptfoundation.org  
 
Application deadline: Friday, 10th March 2017 
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