Caritas Internationalis

Writer/Editorial Coordinator

Caritas Internationalis, a Confederation of 162 Catholic relief, development and social service organisations present in 201 countries, seeks a motivated, dynamic individual for the post Writer/Editorial Coordinator in the Communication Department at its General Secretariat in the Vatican City.

JOB DESCRIPTION & PROFILE

Basic Functions

As a member of the General Secretariat Team, the editorial coordinator is responsible for:

· Coordinating the editorial content of Caritas Internationalis publications,

· Assisting the Head of Department with organisational communication and media relations (writing press releases, organising interviews, etc.)

· Assisting General Secretariat staff with English translations.

Reports to:
Head of Communications

Category:
Staff  (Category III/Level 7)
Duties and Responsibilities

1)
Coordinate editorial content and production of Confederation publications in three languages (English, French and Spanish). 

CI Bulletin - Plan content and themes of the CI Bulletin. Write and assign articles to CI staff.  Solicit contributions from member organisations. 

Emergency Calling - Working with the Head of Communications, write and edit the content of this annual publication.

Extraordinary publications - As requested throughout the year.

2)
Assist with media relations (writing press releases, organizing interviews, etc) and organisational communications.

3)
Provide English language support to non mother-tongue staff, and occasionally translate brief texts.

4)
Take on special tasks in the service of the Confederation and / or General Secretariat upon request of the Secretary General.

Profile

The ideal candidate must have the following: 

1) College degree in a relevant subject (e.g., communication, journalism, liberal arts)

2) Fluency in English and either Spanish or French – a knowledge of Italian would also be useful

3) Experience in editorial production with strong writing, editing and proofreading skills

4) Ability to meet deadlines

5) Willingness to take initiative and tackle challenges creatively

6) High degree of motivation to be of service to others and ability to work in a multicultural environment.

7) Adequate Christian formation and understanding of the Catholic Church and its Social Teaching.

Place of Work

The Writer/Editorial Coordinator will work from the General Secretariat of Caritas Internationalis in Palazzo San Calisto, Vatican City. 

Applications

Suitably qualified candidates should submit their CVs in English by e-mail to: the Personnel Officer, Caritas Internationalis, Palazzo San Calisto, 120 Vatican City:- e-mail: sanedrin@caritas.va; fax: +39 06 698 87 237); tel.: + 39 06 698 79 799. The last date for receiving applications is 7 October.  All applications will be acknowledged. We particularly encourage suitably qualified women to apply. Further information on Caritas Internationalis can be found at: www.caritas.org.
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