Terms of Reference 

Job Title:
 
Information Analyst

Project Title:            
UN Inter-Agency Project on Human Trafficking (UNIAP) Lao Project office
Project Number:
00059472
Type of contract:
Service Contract
Grade:

NOA equivalent 

Duty Station:

Vientiane Lao PDR 

Duration:        
One year (renewable, subject to satisfactory performance)

         
The Information Analyst for the UN-Inter Agency Project on Human Trafficking will be responsible for developing, implementing and maintaining the information/knowledge center of the UNIAP Lao PDR Country Project Office.

(S)he will be responsible to the National Project Coordinator (NPC) and will work closely with the Technical Team of the Regional Management Office (RMO). 

Duties and Responsibilities:

Under the guidance of the National Project Coordinator and the Counter –Trafficking Technical Specialist of the RMO, the incumbent will undertake the following responsibilities:

Specifically his/her duties will include:

Development and Implementation of Information and Communications Strategies

1. Develop and manage easy methods for information to flow between and amongst partners through:
· Collecting and analyzing content for all UNIAP Lao PDR publications, including newsletters, website, brochures, briefing materials, etc.

· Drafting and editing articles for all UNIAP Lao PDR publications

· Maintaining a directory of all anti-human trafficking organizations, programs and activities in Lao PDR

· Maintaining a database of anti-human trafficking IEC materials available in Lao PDR

2. Work with the NPC to plan and design internal and external communication and information strategies that include press releases, a media strategy especially with regard to cases of trafficked victims, and sharing of lessons learnt.
3. Continue to create and maintain cohesive communication linkages between larger organizations engaged in anti-human trafficking work and grass-roots communities
Information Collection and Dissemination

4. Disseminate information to anti-trafficking partners about new developments and trends in anti-human trafficking organisations, programs and activities in Lao PDR and the GMS through: 
· Searching out 
· Analysing, and 
· Synthesising all relevant new information on human trafficking, eg news reports, current research, etc

5. Support the NPC and the RMO in the collection, mapping and updating of information on the current human trafficking situation, and all current human trafficking projects and interventions in Lao PDR through: 
· in-person visits to partners, 
· telephone calls, and 
· internet searches 
to gather information on government organizations, NGOs, international organizations, and UN agencies doing work on human trafficking issues.
6. Work together with the NPC and other members of the UNIAP Lao PDR Country Project Office, as relevant, to analyze the information collected in order to predict trends, achievements and areas for improvement in anti-trafficking practice and activities, as detailed above.

7. Maintain and distribute relevant information on human trafficking through: 

· UNIAP Lao PDR Monthly News Digest 

· the quarterly Lao language anti-human trafficking newsletter

· Conducting SIREN research, data collection, and events

· Drafting relevant SIREN reports, in partnership with other stakeholders as appropriate

· post mail and email

· meetings, etc
8. Support the RMO in the updating of the Lao PDR-related elements of the UNIAP regional website.

9. Collaborate with key partners and relevant agencies and organizations in the collection of materials for the Human Trafficking Reference Centers located in the National University of Laos and elsewhere. 

10. Collect information on copies of Lao laws, regulations, etc. related to human trafficking.

Other Information Management Inputs

11. Translate key documents from English into Lao and vice versa.
12. Support the RMO in the development and updating of national overview/analysis papers on human trafficking in Lao PDR.

Other

13. Assist the NPC in supporting agenda setting and providing secretariat services (eg. meeting minutes) to the Lao National COMMIT Taskforce and other meetings requiring Lao language skills
14. Participate in workshops, meetings, conferences relevant to the work of the UNIAP Lao PDR office including making presentations and acting as rapporteur as appropriate
15. Assist the NPC in any media-related activities.

16. Any other related duties as requested by the NPC. 

Qualifications:

Essential:

· Advanced degree in a relevant social science discipline, preferably in communications, journalism, and/or international development

· At least three years of relevant experience at the national and international level in public relations, liaison with a wide range actors, communications and advocacy.

· Strong inter-personal skills and the ability to work well as part of team 

· Demonstrated expertise and experience in public relations and liaising with a wide range actors

· Ability to collect, analyze and synthesize information for dissemination

· Ability to work under pressure and meet deadlines, including willingness to work long hours on occasion as required

· Demonstrated ability to set priorities and work independently

· Strong written and spoken Lao and English language ability

· Literacy in Windows-based computer applications

· Experience in working with non-government organizations and/or UN system organizations

Strongly Preferred: 

Experience with website management tools, and programs including Adobe PageMaker and Adobe PhotoShop 
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