
 
   

   

 

 

 
 
 
 

 

JOB DESCRIPTION 
 
 
Position title:  Communications Manager, WWF-Zambia 
 
Reports to:  Country Director 
 
Supervises:  Communications, department staff, interns and vendors 
 
Location:  Lusaka, Zambia 
 

 

I. Mission of the Department:  

To ensure strategic promotion of WWF Zambia Country Office vision and among different audiences 

in the country and internationally in support of WWF Zambia’s renewed mission and 10 year strategy 

to deliver large scape conservation impact. To lead the development and dissemination of innovative 

and fresh content on conservation that builds a critical mass of Zambian citizens committed to the 

conservation movement led by WWF Zambia and partners.  Drive communication activities that help 

WWF Zambia become more relevant and influential in the Zambia society supporting Zambian efforts 

that catalyse transformations for conservation and sustainable development and ultimately achieves a 

greener economy in the next ten years. Share leadership as part of senior management deliver the 

transformation agenda of WWF Zambia from a country office to a national office. Support and deliver 

communication activities that support local and international fundraising efforts. 

 

II. MAJOR DUTIES 
 

    To lead the design, implementation and monitoring of the WWF Zambia’s new communication 

strategy supporting WWF’s national, regional and international conservation priorities. 

    Deliver communication targets for the roadmap for WWF Zambia to organisational transition 

from a country office to a national office by 2022. 

    Lead and coordinate the development, delivery and monitoring of targeted creative and 

strategic media and digital plans highlighting WWF Zambia’s conservation priorities. 

    Lead the identifying and maintenance of key relationships with media institutions and expand 

opportunities for earned media. 

    Lead conservation teams on annual planning, monitoring and evaluation of communication 

activities and impacts. 

    Analysis, interpretation, production and communication of complex information to 

multiple audiences. 

   Management of internal relationships at country, regional and global levels. 

   Serve in an advisory role, including to senior management, on communications and brand 

issues. 

   Messaging and Innovation – Develop effective audience tailored message and find innovative 

ways to build and expand WWF Zambia audiences. 

    Directing and managing staff, interns and vendors to deliver communication impact for WWF 

Zambia. 



 

 

 
 
 
 

  Ensure that effective and strategic communication compliments and strongly supports resource    

mobilization efforts  

  Ensure that the WWF Zambia Country Office produces timely, relevant and quality 

communication products that support conservation. 

 

 
III. Major duties and Responsibilities 

Strategic Planning and Impact monitoring  

 

 As part of SMT, leads the development of multiyear and annual strategic priorities aligned with 

regional and international conservation priorities. 

 Lead the setting of annual and program specific communication targets and outcomes. 

 Works in close partnership with WWF Zambia Country Office SMT and programme teams to 

develop and implement effective internal and external public relations & communications 

strategies for communicating WWF Zambia Country Office conservation initiatives and enhancing 

corporate image, visibility and brand. 

 Supports planning, execution and monitoring of internal communication efforts. 

 Monitors and evaluates impacts of communication plans against set annual and program targets.  

 Lead the development and implementation of digital campaigns and actions.  

 Leads monthly reporting on progress against national, regional and international communication 

targets ensuring internal and external visibility of WWF Zambia’s activities and impact. 

 Develop and finalise the calendar of relevant key moments for advocacy and communication 

relevant for environment and conservation influencing. 

 

 Strategic Media Management  

 

 Deliver high impact media coverage in national, regional and global media markets aligned to 

national, regional and international WWF conservation priorities. 

 Participates in developing, orchestrating and implementing time sensitive strategic and impactful 

communication interventions that informs and shapes the thinking and public policy outcomes on 

conservation issues. 

 Support media work on major program work streams ensuring preparation of country director and 

other spokes persons as appropriate.  

 Cultivate and maintain strong linkages with media at regional and international levels, develop 

partnerships with media outlets and bloggers. 

 Manage risk and brand reputation to ensure that media work benefits rather than harm WWF 

Zambia objectives and does not endanger staff, programmes, partners and the communities we 

work with. 

 Analyse and advise Management on changing trends and opportunities in the National and 

International media landscape. 

 Monitor and evaluate the impact of media projects at both country and regional levels, and provide 

regular strategic reporting and give recommendation designs and implements crises and media 

handling strategies and builds strong media relations with the organization. 

   

 

 



 

 

 
 
 
 

Content Development 

 

 Gather researched internal and external  knowledge and transform it into exciting and useful 

messages, and disseminate it to the right audiences through identification of the most effective 

            distribution channels and content that will reach the hearts and minds of Zambians. 

 Support ZCO teams in ensuring adherence to communication policies, protocols, standards and 

brand communication. 

 Working in liaison with technical teams to prepare targeted  and media friendly talking points 

and speeches for top management including  Board of Directors; Develops and guides 

development of creative content and quality IEC materials for both internal and external 

audiences that includes information packs, opinion pieces, PowerPoint presentations, press 

releases, News reactions, photos, blogs, annual reports, newsletters, video and multimedia. 

 Ensures effective management of WWF Zambia Country Office’s website and digital channels 

ensuring up to date, exciting and relevant content. 

 Ensure technical fact checking and sign offs of communication materials.  

 

Other External engagement 

 

 Support stakeholder identification and mapping to feed into a comprehensive stakeholder 

engagement strategy.  

 Actively monitors and secures opportunities relevant for WWF Zambia’s external engagement. 

 Support consistent engagement of identified stakeholders relevant to advance WWF Zambia’s 

conservation and fundraising. 

 Takes a lead role in planning and organizing corporate events such as media briefs, seminars 

and conferences among others. 

 Represents the organization in various platforms to promote WWF Zambia Country Office and 

the sector’s position on important conservation and relevant public policy issues. 

 

 

Management of Resources and Capacity building 

 

 Provides support to fundraising team in designing fundraising information as part of the wider 

resource mobilization strategy. 

 Works with finance team to develop a cost-effective budget, schedule and tracking system for all 

communication programmes. 

 Ensures prudent management and safety of communication assets and resources. 

 Perform any other duties as may be assigned by the Country Director. 

 Ensure adequate briefing of organisational spokespersons. 

 Coordinate and manage the performance plans of communication staff, interns and vendors 

recruits, mentors and guides staff and interns. 

 

 

 

 

 

 



 

 

 
 
 
 

IV. Profile 
 

Required Knowledge and Functional Skills: 

 Demonstrate a good understanding of conservation and environmental issues and the use of 

Communication for campaigning and influencing.  

 Expert knowledge of traditional and new media to manage the delivery of messages to both 

internal and external audiences. 

 Ability to quickly assess the reputational risks and advising on opportunities for 

communication impact. 

 University degree in Business Management; Communications, Public Relations, Media 

Relations, or other related fields. 

 Proven track record, and at least 8 years of experience (preferably in Zambia, in 

communications or PR. 

 Understanding of the institutional and legal framework in Zambia, as it relates to fundraising, 

PR, media, communication issues. 

 Experience of creating and implementing a fundraising strategy for new markets. 

 Proven track record of generating significant gifts, preferably in the context of an international 

organisation. 

 Experience and expertise in developing relationships with institutional donors, high net worth 

individuals or corporations. 

 A good understanding of the realities of PR and communications for promoting conservation 

issues. 

 Excellent IT and multi-media skills. 

 An understanding of, and vocational interest in, environmental conservation, international 

development, not-for-profit sector and other related fields would be preferred. 

 Excellent English and with knowledge of other local languages an added asset. 

 

Required Skills and Competencies  

 Passionate about biodiversity conservation. 

 Strong interpersonal and communicating skills in a multicultural environment. 

 Strong diplomatic skills with sensitivity to political and cultural issues. 

 High ethical standards of behaviour, good judgment, respect for others, confidentiality and 

attention to detail. 

 Target oriented but willing to learn. 

 Excellent organisational, analytical and research skills. 

 Excellent writing and oral presentation skills in English and other required language(s) – see 

below. 

 Demonstrable numerical and budgetary skills, 

 Thoroughness and attention to detail and strong analytical skills. 

 Energetic, proactive and capable of working independently as well as being an active member 

of the team. 

 Flexible and creative with an aptitude for solving problems; positive attitude. 



 

 

 
 
 
 

 Proactive and agile, ability to think flexibly and creatively while driving change and high 

performance. 

 Decisive, proactive, collaborative and an excellent communicator. 

 Passion and commitment for conservation and sustainable development. 

 

Adherence to WWF Global behavioural competencies: 

 

 Strive for Impact «I am results driven. Everything I do, the way I think, plan and implement is 

driven by a relentless search for impact. » 

 Listen Deeply «I go beyond my point of view and strive to see the bigger picture from different 

perspectives. I stay curious and listen deeply to what others have to say. » 

 Collaborate Openly «I’m a global citizen working for a living planet. I am constantly thinking 

of how with others, together, we can be more impactful. I work across boundaries, openly ask 

for help and share what I know, both internally and externally. » 

 Innovate Fearlessly «I take risks to find better solutions. I measure progress and learn from 

mistakes. I share both success & failures. I encourage others to do the same. » 

 This job description covers the main tasks and conveys the spirit of the sort of tasks that are 

anticipated proactively from staff. Other tasks may be assigned as necessary according to 

organizational needs. 

 

V. Working Relationships 
 

Internal:  Interacts with the WWF Zambia,  Country Director, Heads of Department and staff on a 

daily basis, and as required coordinates and interacts with the Regional Programmes, species 

teams, and WWF ROA, WWF International, and other WWF Network staff. 

 

External:  Interacts with national governmental institutions, non-governmental organisations, 

academic institutions, the media, donors, specialists/consultants, and other stakeholders, in 

collaboration with the WWF Zambia Country Director. 

 

 

This job description covers the main tasks and conveys the spirit of the sort of tasks that are 

anticipated proactively from staff. Other tasks may be assigned as necessary according to 

organizational needs. 

 

 

Prepare by: _________________________  Date: ______________ 

Approved by: _______________________  Date: ______________ 

Accepted by: ________________________ Date: ______________ 

 


