
 
 

ToR - PROGRAMME & COMMUNICATIONS 
OFFICER

 

• Position title: Programme & Communications Officer 

 
 
BACKGROUND INFORMATION  
The Coalition for Dialogue on Africa (CoDA) is an independent, international, African-owned forum 
that identifies and discusses issues of importance to Africa’s development within a global context. 
CoDA advocates for the continent, brings together a range of stakeholders to promote dialogue and 
provides a platform for African voices to be heard. CoDA is sponsored by, but is not a program of, 
the African Union Commission (AUC), the Economic Commission for Africa (ECA) and the African 
Development Bank (AfDB) and the African Export-Import Bank (AFREXIMBANK).  
 
CoDA places particular emphasis on promoting dialogue and debate that would bring together the 
ideas of diverse groups of individuals. It therefore provides a platform for ongoing engagement in 
rigorous and candid dialogue on crucial, and at times controversial, questions of vital interest to the 
future of the continent. It also sets a premium on convening informal and inclusive dialogue on 
niche issues between diverse and influential groups of stakeholders (including government leaders, 
policy makers, civil society, the private sector and media) and advocating their recommendations 
effectively to influence policy.  
 
CoDA’s priority areas include Promoting Regional Integration through the successful 
implementation of the AfCFTA, supporting Domestic Resource Mobilization (DRM) by operating as 
the Secretariat of the High-Level Panel on Illicit Financial Flows (IFFs) from Africa, and engaging 
relevant stakeholders and partners towards developing valid policies to support equitable and 
universal access to vaccines and vaccination in Africa. For more information about coda, visit: 
www.codafrica.org.   

 
CoDA is seeking the engagement of a Programme and Communications Officer to support 
programme and communication activities of CoDA. 
 
JOB RESPONSIBILITIES 
Under the guidance of the Executive Director of CoDA, the Programme and Communications Officer 
will be responsible for the development, planning, implementation, and communication of CoDA’s 
activities. Specifically: 
 
1. Provide overall programme and communications support to the work of CoDA secretariat:  

a. Prepare, review and finalize substantive documentation (concept notes, media alerts, 
press releases, letters, MoUs, ToRs, etc)  

http://www.codafrica.org/


b. Support to the office of the Joint Secretariat of the High-Level Panel on IFF on advocacy 
and communications.  

c. Plan, organize and service CoDA meetings and events, including providing technical 
support to participants during meetings.  

d. Promote CoDA activities through the social media, website and other platforms  
e. Engage identified stakeholders on the different initiatives of CoDA. 

 
2. Provide support to the organization and facilitation of policy dialogues and related events of 

CoDA: 
a. Contribute to the preparation and facilitation of dialogues as well as contribute to the 

preparation of their outcome documents. 
b. Oversee the registration and engagement of participants and media personnel. 
c. Development of communication outputs including press releases, social media 

messaging, media reports, etc. 
 

3. Work closely with staff and partners to implement the advocacy and communication activities 
of CoDA:  

a. Support implementation of the advocacy and communications efforts, including 
development and dissemination of information and advocacy materials, adapting key 
messages to specific audiences, boosting interest in the dialogues and activities, etc. 

b. Communications support for all policy and advocacy related activities. 
 
QUALIFICATIONS AND EXPERIENCE 
 
1. Advanced university degree (Masters or equivalent) in social sciences, communications, 

journalism, international relations, public relations, or any other related field.  
2. Minimum of 7 years of progressively responsible experience in communications, advocacy, 

journalism, or/and policy analysis. 
3. Knowledge and experience in advocacy and communication internationally in the areas of social 

media management, content development, marketing, promotion, stakeholder engagement, 
etc. 

4. Relevant work experience with the UN, AU or any other international organization is an asset. 
5. Ability to draft/edit text and to articulate ideas in a clear, concise style to a variety of audiences, 

as well as facilitation skills.  
6. Ability to work efficiently in a multicultural environment. 
 
LANGUAGE REQUIREMENT 
Proficiency in English language. Working knowledge of other African Union working languages 
would be an advantage.  
 
Timeline & Remuneration 
This position will be for a period of one year (renewable) with an initial trial period of three 
months. Remuneration will be offered in accordance with the procurement standards of CoDA and 
the specific amount to be determined based on the qualifications of the selected candidate.   


