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Media Manager

Terms of Reference (ToR)

Job Title: Media Manager
Duty station: Turkey Gaziantep
Line Manager: Executive Director

Number of vacancies required: 1

About Ahl Horan Association

Ahl Horan Association (AHA) is a non-governmental, non-profit making, national organization. It
was established in May, 2012 in response to the humanitarian needs resulting from the current
situation and the humanitarian crisis in Syria to alleviate the suffering of the Syrian. AHA operates
in different sectors, implementing various projects and programs.

Job Details
Job Summary

The Media Manager is responsible to lead a high-profile media outreach for Ahl Horan
Association

as organization and its activities; and help Ahl Horan Association

proactively engage and partner with media to communicate narrative and stories of
development and progress. Working closely with a filed team and staff in Turkey, the Media
Coordinator will ensure that Ahl Horan Association

messaging and outreach is done in the most respectful and impactful way, through the use
of appropriate and cutting edge traditional and social media avenues.

KEY RESPONSIBILITIES

Service Delivery
e Accountable for the delivery of media enquiries, delivery of coverage and reports in
coordination with Programs team.

Responsible for all media documentation of Ahl Horan Association

e  activities; including core activities, project activities, and events participations.
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e Lead on media activity, planning and implementing proactive and reactive media strategies and
localizing elements as required.

e  Supervise and manage team of media filed staff. Provide task and orientation to ensure delivery
of proper contents including photos and videos.

e Pitch highly impactful and high level reports to print, broadcast and online media.

e Take full responsibility and accountability for drafting media materials, including releases,
statements, and documentaries ensuring accuracy, appropriate placement and timings.

e Produce and edit articles and press releases for publication.

e Advise and select the best use of media and overall communications channels as required for
the successful execution of media plan. May include; regularly analyze media coverage of
development issues and identify trends and opportunities for Ahl Horan Association to
engage.

¢ Identify media opportunities and coordinate all requests for media products.

e Ensure key messages are accurately and consistently expressed in relevant media.

e  Supervise and manage the production of web content on Ahl Horan Association site and on
others as well.

e  Supervise and manage the presence of Ahl Horan Association online including Ahl Horan

Association

social media and other as well.

Planning and Organizing

o Formulate and implement media coverage plan, including: products (such as, but not limited to,
annual report), events, project coverage, promotional activity, management of media outlets,
...etc.

e Formulate and implement media activity across the projects and across media in order to raise
awareness, drive more partnerships, and enhance reputation.

e Ensure that all media communications activity (i.e. press, TV, website, online/social media
activity) is integrated with Ahl Horan Association strategic vision and as prioritized by other
departments.

e Lead Ahl Horan Association branding strategy, planning, and implementation.

e Lead the development of Media policies, guidelines, SOPs, and best practice manual.

o Create a reliable accessible archive of media sources files, and final products, include work
files, to enable further development in future.

e Develop and maintain media coverage budgets, timelines, deliverables, and contracts; in
coordination with Programs, Finance, and other stakeholders in Ahl Horan Association.

Management of Vendor Services

e Liaise with the Procurement team to handle and follow up Media Tenders, Requests and queries.

e Provide procurement assistance including, but not limited to, researching solutions, engaging
with potential vendors, making recommendations for product/services purchases and evaluating
bids.

e Oversee freelancers and other creative consultants.

www.ahlhoran.org | O O © @ ~hiHoranNgo




t,‘wsw‘
v /

O E N /J

Training
e Train new and current employees on media technologies, including techniques, software, and
hardware.

e Create material and presentations for trainings and reports.
e  Assess user capacity and suggest trainings and areas in need of improvement.

Administrative Tasks

e Update and maintain Media team policies and procedures.

e  Oversee internal and external day-to-day media activities.

e Manage media staff by recruiting, communicating job expectations and appraising their
performance.

e Any other duties assigned by line Manager when required

Quialifications required

e University degree (media) and administrative information experience working for at least three
years

o Experience in digital media marketing, website management and social media platform content

o  Experience in designing and editing programs

e Team management ability

e Communication and tact skills in speaking

e Experience in cloud storage tools
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