United Nations High Commissioner for Refugees
Haut Commissariat des Nations Unies pour les réfugiés
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Vacancy Notice for Position of Senior PSP IG Assistant (Digital & Direct Response TV Fundraising)
UNHCR Representation in the Republic of Korea

The United Nations High Commissioner for Refugees (UNHCR) Representation in the Republic of Korea is inviting
applications a position of Senior PSP |G Assistant (Digital & Direct Response TV Fundraising) in line with the long-term
growth plan of the private sector fundraising program.

I. Summary of Position

The Senior PSP |G Assistant (Digital & Direct Response TV Fundraising) will assist the PSP IG Associate (Digital & Direct
Response TV Fundraising) in achieving the fundraising goals by supporting the development and implementation of Digital
and Direct Response TV (DRTV) fundraising programs to mobilize funds and increase donor base.

Il. Duties and Responsibilities

Digital and DRTV Fundraising Marketing, Performance Analysis & Reporting

1. Assist in planning, developing, and executing Digital and DRTV fundraising strategies and annual plans.

2. Assist in implementing all types of digital and DRTV fundraising campaign activities including Display Advertising (DA)/
Social Media Advertising / Search Engine Marketing (SEM) / Traditional TV and cross-media marketing.

3. Monitor performances of all digital and DRTV fundraising activities as well as related market trends.

4. Provide performance analysis reports on digital/social media fundraising results regularly and on an ad-hoc basis, when
needs arise, utilizing analytic tools such as Google Analytics/Google Tag Manager.

Digital/Online Infrastructure and Content Support

1. Assist in implementing the donor Database API function maintenance and improvement when needs arise.
2. Produce fundraising content for digital/social campaigns and paid ads, TV media creatives.

3. Support web-traffic strategy to drive more traffic and raise conversions.

Partnership and Supplier Management
1. Work with various partners, media agencies, and suppliers for digital and DRTV fundraising programs.
2. Support administrative tasks, including procurement, vendor contracting, and payments.

Perform other duties as required.

Ill. Required Qualifications

1) Required Qualifications

1. Completion of a university degree in marketing, advertising, communication, or related fields.

2. In lieu of a degree, minimum 2 years of relevant work experience.

3. Minimum 1 year of digital marketing work experience. Previous work experience as Account Executive (AE) or content
manager or marketing/ad specialist in an online platform/media agency would be preferred.

4. Fluency in Korean and English (both written and spoken)

2) Key Competencies

1. Experience in delivering digital marketing campaigns

2. Experience in fundraising or income generation by marketing program implementation

3. Experience in producing digital/online contents (e.g., online ad campaigns, blog, video, Facebook, etc.)

4. Knowledge of Google Analytics or other tracking tools for web analysis

5. Knowledge of web and specific software, including Microsoft Office software (e.g., HTML, Adobe Photoshop, Adobe
Premiere)

6. Fluency in Korean and English (both written and spoken)

7. Interested in humanitarian activities and International organizations

IV. Duration of Contract
Six-month probationary period with a possibility to extend the contract on a yearly basis depending upon her/his satisfactory
performance

V. Recruitment Schedule
1. Application submission: Monday, 28 June 2021 ~ Sunday, 11 July 2021
2. Notification of selected candidates: Monday, 12 July 2021 ~ Friday, 16 July 2021
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3. Interview with tests: Monday, 19 July 2021 ~ Friday, 23 June 2021

* |Interview will include English test.

4. Announcement of final selection: August 2021

5. Scheduled first working date: August 2021

*The above recruitment schedule may be adjusted and if necessary, scheduled first working day may be negotiated
for the selected candidate.

VI. Submission of Application and Addressing Queries
Interested candidates may send the following documents to UNHCR by e-mail with an applying job title and name
at admin@unhcr.or.kr

1. Fully completed UNHCR Personal History Form (With Signature)

2) A cover letter in English

3) Letter of Self Introduction both in Korean and English (A4 1-2 pages at the maximum each)

4) A copy of certificate of academic degree and/or proof of (previous and/or current) employment, if available (original copy
accompanied in an interview)

5) Candidates who are short-listed will be required to provide contact information for three referees, not related to the
candidate, who have knowledge of the candidate’s qualifications, character and work history

* Please do not put your resident registration number in any application documents specified above. In case any certificate
includes your resident registration number, please make sure to conceal the number not to be exposed.

Applications should be received by Sunday, 11 July 2021. We regret that we cannot respond to queries through phone,

email, etc. Interview schedule will be communicated only to short listed candidates.
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