
 

 

SAINT LUCIA COUNCIL FOR TECHNICAL AND VOCATIONAL EDUCATION AND  

TRAINING (SLCTVET) 

 

TERMS OF REFERENCE 

 

FOR 

 

COMMUNICATIONS OFFICER 
 

1. OBJECTIVE 

 

 

The Saint Lucia TVET Council seeks to recruit an experienced Communications Officer 

with the knowledge and skills to generate digital content and manage communications 

campaigns on behalf of the Council. 

 

 The Communications Officer is expected to: 

 

• Plan, coordinate and implement communication programs including a Public 

Education and Awareness Strategy  

• Serve as the liaison between the media and the SLCTVET and its stakeholders  

• Provide support with monitoring and evaluation activities undertaken to 

update the indicators, determine impact, citizen involvement, and the 

attitudes and perceptions of the target audience.  

• Give visibility to the Council’s goal to create and maintain digital media 

archives and common social media platforms. 

 

 

2. SPECIFIC DUTIES AND TASKS  

 

1. Develop, write and edit marketing and communications materials, 

including press releases, blog posts and social media content; 

 

2. Promote communications and marketing materials through appropriate 

channels; 

 

3. Track analytics and create reports detailing successes and failures of 

communications campaigns; 

 

4. Assist in developing terms of reference for hiring of firms/individuals and 

the list of paraphernalia materials and technical specifications for 

implementation of activities approved in the work plan in support of the 

public education and awareness strategy 

 

5. Sensitize agencies and stakeholders of activities contained in the work 

plan and strategy 



 

 

 

6. Monitor and report on the execution of the work plan and strategy 

 

7. Maintain and manage digital media archives including photos and 

videos; 

 

8. Respond to media inquiries and perform media outreach to achieve 

brand placement in publications; 

 

9. Develop escalation protocols for managing communication crises, should 

they arise. 

 

 

 

3. KNOWLEDGE, SKILLS AND ABILITIES 

 

 

1. Good Understanding of the best practices of main social media channels 

including but not limited to Facebook, Instagram, Pinterest; 

 

2.   Exceptional writing skills and ability to compose engaging and accurate 

content; 

 

3. Superior communication and time management skills and the ability to 

juggle multiple projects simultaneously; 

 

4. Knowledge of Adobe Photoshop, in design, and Illustrator is an asset 

 

5. Understanding of communications, public relations and marketing best 

practices 

 

6. Ability to think strategically and identify ways to improve communication 

efforts 

 

7. Must be resourceful and take initiative even when given minimal direction 

 

 

 

4. DURATION 

 

The successful applicant will be recruited for a period of one year in the first 

instance with a possibly for continuation subject to evaluation and 

satisfactory performance of the individual.   

 

 



 

 

 

5. WORKING ARRANGEMENTS 

 

The Officer will work within the SLCTVET’s office on a full time basis for the 

duration of the contract. Working hours shall be Mondays to Fridays from 8 a.m. 

to 4:30 p.m. 

 

 

 
QUALIFICATIONS AND EXPERIENCE 

 

1. Degree in Media and Communications or relevant field 

 

2.  A minimum of Two years’ prior experience in a communications and or or 

marketing role 

 

 

 

SALARIES/REMUNERATION:  

 

Salaries shall be commensurable to qualification and experience. 

 
 

EVALUATION METHOD 

 

1. Demonstrated exceptional writing skills and ability to compose engaging 

and accurate content 

 

2. Demonstrated ability to follow instructions, work independently and maintain 

an effective working relationship with others.  

 

3. Demonstrated problem-solving and decision-making skills. 

 

4. Demonstrated effectiveness of oral and written communication, listening 

and presentation skills. 

 

 

5. Demonstrated ability to manage time, meet deadlines and remain calm 

under pressure.  

 

6. Demonstrated ability to maintain integrity, confidentiality, tact and 

diplomacy in the conduct of duties. 

 

7. Demonstrated ability to exercise initiative and judgment in the execution of 

duties. 

 



 

 

8. Demonstrated ability to complete assignments and tasks as defined by 

performance targets.  

 

9. Demonstrated the ability to respond to media inquiries and perform media 

outreach to achieve brand placement in publications 

 

 


