
Communications Manager 

Terms of Reference 

Reports to:  Team Leader  

Location:  Suva, Fiji  

Duration:     Contracted until December 2019 (plus extension option)  

ARF Classification:    Category B Level 2–3 

Overview of Role 

The Communications Manager is a newly created position in the Pacific Women Shaping Pacific 
Development (Pacific Women) Support Unit and will lead the Support Unit’s Communications Unit.  
The position will report to the Team Leader and will manage the Communications Coordinator and 
short-term advisers. The Communications Manager will contribute to the success of the Pacific 
Women Support Unit through leading the implementation of the Pacific Women Communications 
Strategy 2019–2022, including the development of high-quality communication products for a wide 
range of stakeholders to inform audiences about the program, its approach and impact. They will also 
provide advice and support to the Support Unit, DFAT, program partners and other stakeholders on 
communications issues, including mentoring and training as required. 

Program Background 

Pacific Women was announced by the Australian Government at the Pacific Islands Forum Leaders’ 
meeting in August 2012. It commits up to $320 million over 10 years in 14 Pacific Islands Forum 
member countries. The program aims to improve opportunities for the political, economic and social 
advancement of Pacific women. Pacific Women will support countries to meet the commitments they 
made in the Pacific Leaders’ Gender Equality Declaration in 2012. The outcomes sought by Pacific 
Women are:  

 Women, and women’s interests, are increasingly and effectively represented and visible 
through leadership at all levels of decision making.  

 Women have expanded economic opportunities to earn an income and accumulate economic 
assets.  

 Violence against women is reduced and survivors of violence have access to support services 
and to justice.  

 Women in the Pacific will have a stronger sense of their own agency, supported by a 
changing legal and social environment and through increased access to the services they 
need.  

Pacific Women is managed by Australia’s Department of Foreign Affairs and Trade (DFAT) and works 
with a wide range of implementing partners, including the 14 partner governments, multilateral 
organisations, international and national NGOs and civil society organisations.  

The Pacific Women Support Unit provides the program with logistical, technical and administrative 
support. The Support Unit is based in Suva, Fiji, with a sub-office in Port Moresby, Papua New 
Guinea. 



Purpose of the Role 

The Communications Manager is responsible for the Pacific Women program’s communications with 
a range of stakeholders and audiences (DFAT, the wider development community, partners and 
governments) via a range of formats and platforms including print, online and social media. The 
Communications Manager is also responsible for supporting the knowledge management of the 
program by overseeing the collation, filtering and dissemination of information to stakeholders. In this 
role, the Communications Manager must ensure close coordination of work within the Support Unit 
management team.  

Roles and Responsibilities 

 Manage and monitor the delivery of the Pacific Women Communications Strategy through the 
preparation of annual Communications Unit work plans and budgets, development of sub-
communications strategies and media management as well as: 

o identify opportunities to promote Pacific Women to existing and new audiences 
through different platforms and networks, including Pacific mainstream media and 
partner communication channels 

o lead the development of high quality, innovative and engaging program 
communications and knowledge and learning products and platforms produced by the 
Support Unit, ensuring all meet Pacific Women’s guidelines and procedures. 

 Contribute as a member of the management team to the strategic direction and management 
of the Support Unit including reporting to DFAT, participation in management meetings, risk 
management and provision of communications advice to the Support Unit Team Leader in the 
development and implementation of strategic communications and stakeholder engagement. 

 Manage the Support Unit Communications Team:  

o supervise the Communications Coordinator, including mentoring and supporting their 
professional development  

o lead the management of short-term communications advisers to ensure high-quality 
deliverables are submitted on time and ensure advisers working remotely (outside of 
the Support Unit) are providing quality technical advice. 

 Maintain effective relationships across the Support Unit, DFAT and implementing partners to 
facilitate information sharing and learning, including coordinating DFAT approvals and 
adherence to DFAT guidelines.  

 Provide strategic communications support to the Support Unit’s Gender, Programs and 
Evaluation and Learning Units and external partners to:  

o identify thematic gaps and support analysis adaptation into reporting, learning and 
communications products 

o provide communications training, mentoring and advice to Pacific Women partners 
and Support Unit staff as required 

o identify and advise on opportunities for the use of communications for development 
approaches to support in programming. 

 Champion gender equality in communication messages for the program. 

 Maintain professional and ethical standards at all times, including those that ensure a child-
safe environment.  



 Duties may be varied from time to time to meet changing program needs. 

Essential Criteria 

 Tertiary qualification in communications, journalism, marketing or another relevant discipline 
(or comparable years of similar experience) and a minimum of 10 years’ experience working 
in a communications role. 

 Outstanding written and copy-editing skills applied to simplify complex information into 
powerful promotional and learning products, often within tight timeframes. 

 Creative, influential and strategic communicator including the ability to articulate ideas in a 
clear, visual and concise way for a variety of audiences using both traditional and digital 
mediums.  

 Demonstrated experience managing digital media, particularly websites, online forums and 
social media.  

 Ability to provide management oversight and work collaboratively to support a 
multidisciplinary team deliver communications strategies to achieve program objectives. 

 Positive work ethic, with the ability to adapt and excel when faced with difficult problems or 
challenges. 

 Demonstrated ability to build capacity in a cross-cultural environment. 

Desirable Criteria 

 Demonstrated understanding of contemporary gender issues in the Pacific at both regional 
and country level. 

 Experience working on donor-funded programs. 

 Experience in the design and implementation of communication strategies. 
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