[image: image1.png]WWE  fora living planet’




Terms of Reference

Senior Research Assistant - SAP

WWF-PAKISTAN

Reporting to
Senior Programme Officer 

WWF- Pakistan Salary Grade
: 
B1

Duty Station


: 
Head Office, Lahore

Contract


: 
Short Term (3 months)

Work Week


: 
5 (Monday to Friday) Days 

Work Hours


: 
8:30am To 5:15pm

Job Responsibilities: 

1. Assist in preparing all kind of project reports (monthly, quarterly, Six monthly and annual); 

2. Assist in development of brochures, news clips for news papers and panda post, fact sheets, web site updates, articles and minutes of the meetings etc.;

3. Responsible for the correspondence with project stakeholders;

4. Review of the literature to collect and develop innovative ideas for SAP;

5. Assist in organizing events like meetings with stakeholders, workshops / seminars etc.;

6. To make available the records and information to Project Staff;

7. Assist in all activities of projects executed by him/her and also in developing new concept papers, in designing projects and other initiatives to address the priority themes of WWF-Pakistan. 

8. In addition to all of this, support in general office management work will be required.

Selection Criteria 

Candidates for the position of Research Assistant SAP should ideally have:

1. Masters degree in Mass Communication or English Literature

2. Minimum one year relevant experience 

3. Excellent analytical writing and communication skills in English

4. Proficiency in computer applications (Ms Word, Excel, Power Point etc) 

WWF-Pakistan is an equal opportunity employer.

WWF-Pakistan reserves the right to amend and upgrade these TORs from time to time, as may be required in the interests of the organization.

Only online applications through WWF-Pakistan website www.wwfpak.org will be considered.

