Position: Editorial Associate

The Asian Forum of Parliamentarians on Population and Development (AFPPD) is a platform of National Committees on Population and Development and Parliamentary Committees on Health and Population in the Asia-Pacific and CIS Countries from 25 countries. We are committed to fostering a cooperative environment between Asian Parliamentarians in area of population and development. AFPPD has been monitoring and supporting population and development-related policies and programmes in the region. We also work to mobilize resources, in particular for United Nations Population Fund (UNFPA), and other population programmes in Asia. Out of 26 National Parliamentarians Committees, 15 have full time staff support to conduct regular, advocacy activities, which are mostly funded locally by UNFPA and various other agencies


Roles and Responsibilities:
Under the supervision of the Executive Director of AFPPD, the Editorial Associate will work as a member of the AFPPD team 
Responsibilities:

-writing, editing, formatting and preparing AFPPD e-news, newsletter, and other 
  Publication

-Gather information and edited the publication and documents

-Prepare progress reports on the activities for the projects

-Information management

-Preparation of reports-Semi-annual and annual reports

-Filing and electronic information updating

-Provide input in the meeting organized by AFPPD

-Actively involve in networking with parliamentarians

-Create the design for the report

-Make proposal on long term mission and organizational structure

-Create training documentation

-Manage organization’s e-mail, replying e-mails from general concern

-Manage the production of abstracts and papers for the meeting and proceeding  

  publication

-maintaining information databases such as mailing and distributing lists

-taking minutes of meetings

Qualifications:

- Male or female age not over 40 years old
- Minimum of a Bachelor’s degree 

- Minimum of 3 yrs. Experience as an editor in English

- Excellent English communication, writing and reporting skills and able to manage multiple 
  tasks efficiently
- Strong coordination and interpersonal communication skills
- Good computer skills and desktop editing programmes
- Good organization, paying attention to detail and accuracy and rigorous follow up
- Responsive to changing circumstances and adaptable to requirements at short notice
- Knowledge on population and development issues will be an advantage

Interested candidates are requested to submit Letters of application including curriculum vitae with expected salary, a recent photograph and the names, affiliations, addresses and telephone numbers of three referees to:
Asian Forum of Parliamentarians on Population and Development
Phyathai Plaza Building., Suite 9-C., Phyathai Road
Ratchathewi  Bangkok 10400   Thailand

Email: pariyaporn@afppd.org

Tel: (66 2) 219 2903-4

Fax: (66 2) 219 2905

Website: www.afppd.org
