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Dr Andrew Norton 
Director, IIED
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How to apply
To apply, please submit a completed application 

form (from the jobs page 
of the IIED website) detailing how you meet the 
requirements of the post.

Send to us via one of the following:

 Email to hr@iied.org, quoting the position name
that you are applying for in the subject line

 Send to the Human Resources department,
80-86 Gray’s Inn Road, London, WC1X 8NH

 Fax to +44 (0)20 3514 9055

CVs without a completed application form will not 
bee accepted.

Deadlinee forr applications: 
 

Tuesday 4 
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Our mission is to build a fairer, more
sustainable world, using evidence,
action and influence in partnership 
with others.

Who we are

What we do

a polia cy and action research organisation. We promote sustainable development to 
e livelihoods and protect the environments on which these livelihoods are built. Wee 
se in linking local priorities to global challenges. IIED is based in London and works inlis
Asia, LA atin America, the Middle East and the Pacific, with some of the world’s most 
ble people. We work with them to strab engthen their voice in the decision-making
 that affect them — from village councils to international conventions. 

IIED is 
improv
special
Africa, 
vulnera

asarenas

About IIED
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Who we work with

a erships hartner ve been a defining feature of IIED’s culture, structure and ways of working 
e than r more 40 years. Today, our partners include individuals, communities and 
ations ganisa in more than 6 0 countries. These relationships are built on mutual learning,
d shareust and d goals and objectives. Many of our partnerships are long-lasting, and 
e to dentinue velop over years or decades, ensuring that we remain true to the issues 

eally matter, even as theat rea y go in and out of fashion. 

oryOur founder and histor

I

IIED believes in collaboration, 
impact and fairness

Pa
for
org
tru
co
tha

7www.iied.org



mate changeClim

mHuman settlements

Susstainable markkets

Natural resou

Our current  
five year strategy
IIED will build on our landmark work 
with partners on four interlinked 
research themes: esearc
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A

201 –1  highlights 
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IIED is a leading partner in Kenya’s AdaptationIIED is a leading partner in Kenya’s Adaptation
Consortium (rtium ( ADA) , which puts ate money in the climate mo

hands of county governments, so that localunty governments
communities can decide how funds should be 

allocated to strengthen their resilience to climate
change. After a successful pilot in Isiolo County,

I

For more stories from this year see our  
annual report at www.iied.org/annual-report

11www.iied.org



12 International Institute for Environment and Development 

Background to the 
Green Economy 
Coalition 

 
The Green Economy Coalition (GEC) is 
a network of over 50 collaborating 
organisations, with a secretariat hosted 
by IIED and based in IIED’s Shaping 
Sustainable Markets Group. The GEC 
works to support dialogue, exchange 
and adoption of policy on green 
economy.   
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The Coalition has three core activities and five policy 
aareas.  The coalition’s core activities are supporting 
dialogue, developing communications and knowledge 
pplatforms, and supporting consensus building on 
effective green economy policy. The five policy areas 
aare: Measurement (Measure What Matters), Finance 
reform (Moving the Money), Greening sectors, 
IInequality (Green Must Be Fair), and Nature 
(Economics for Nature). 

A big part of the GEC 2016 - 2020 strategy focuses on 
ccommunicating more effectively with the people we 
wwant to reach. We want to become the home of 
inspiring, informative and entertaining content on the 
ggreen economy transition. We are in the process of 
overhauling our website, rethinking our messaging, 
aand developing first class communication products.   

The GEC has an ambitious three year strategy, a 
ssecure funding pipeline and a series of new projects 
around Natural Capital and National Dialogues.  

Further information on GEC’s work can be found at:   

http://www.greeneconomycoalition.org/about
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Job description 
Job title: Marketing and Communications Assistant  

Job details 

 

Main responsibilities 

1.Management and coordination (30%) 

Contribute to GEC meetings, discussions and strategy sessions  

Support the team in maintaining relationships with GEC members, in particular our dialogue hub partners. 

Assist in monitoring progress against team strategies and objectives, keeping track of relevant milestones and 
reporting deadlines 

Provide support to marketing and outreach activities e.g. social media, strategic planning, networking 

Develop and update contact databases to ensure that they are up to date, segmented and growing.  

Support team on administrative duties with donors.  

Manage personal administrative tasks related to own work.   

2.Supporting GEC online/print content (50%) 

Support GEC members with writing, editing and managing existing digital and print content with new target 
audiences in mind  

Work with GEC members and other stakeholders to produce high quality online and print content 

Receive incoming digital content to the GEC judging when to respond or escalate as required.  

Update GEC digital content and support the running of the website 

Assist in sourcing relevant and new content for the website  

Support the promotion and marketing of content across social media and other digital channels. 

Work with GEC members to monitor the green economy agenda highlighting opportunities to promote GEC 
digital and print content  

Group Green Economy Coalition (GEC)  
Reports to Senior Researcher, GEC 
Purpose of job To provide communications support across the GEC’s 

print and digital channels  
Main contacts Internal: Colleagues within the GEC, the Shaping 

Sustainable Markets Group and the Communications 
Group, and other colleagues within IIED 
External: Colleagues within UNEP, GGGI, academic, 
NGO and government partner organisations in the UK 
and elsewhere; UN agencies, international NGOs and 
other international organisations and national 
organisations working in the fields of Green economy, 
green growth, natural capital, inequality, informality, 
inclusion. 

Contract type Permanent 
Hours Full time  
Location London 
Grade and salary Grade 5 £29,218 - £36,258 per annum plus benefits, 

depending on experience 
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Assist in production, publishing and distribution of GEC communication outputs – newsletters, consultations, 
and dialogue briefs 

Assist with proofreading, editing and formatting outgoing communications and work to place them externally  

Work with IIED’s Communications Group, convening and attending meetings as necessary.

3. Event management (15%) 

Support team in preparing for and running internal and external events  

Provide all-round communications, logistical and administrative support prior to, during and after events   

Attend events and assist with facilitation, reporting, communications and follow-up.   

4.Contributions to institutional life 

Participate in group and cross-organisational activities and processes as required.  

Participate in organisation-wide projects, initiatives or working groups for the development, implementation 
and improvement of systems and business operations.  

Contribute to strategy reviews and development through group meetings and discussions.   

Actively participate in relevant external communities of practice.  

 

This job description defines the level of responsibility and areas of involvement of the post, the details of the duties 
may change over time and do not form part of the contract between IIED and the postholder.

Skills and experience 

 Essential Desirable 

Qualifications Relevant graduate degree, or an 
equivalent level of education 

Project management qualification 

Knowledge Good understanding of social 
media 

 

 Awareness of the actors, 
institutions and issues in the green 
economy and international 
development sectors 

 

Experience Relevant experience in writing and 
editing content to short deadlines 
for both print and online media 

Experience of advocacy and 
campaigning  
 

 Some experience of editorial work Experience of working with 
journalists or in a media 
environment 

 Experience of engaging in social 
media, and creating engaging 
content - twitter and blogs 
especially 
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Skills Very good oral and written 
communication skills: Fluency in 
English to convey complex 
messages in a clear, concise and 
effective manner to different 
audiences. 

Working knowledge of another 
relevant international language 

 Very good writing skills with a 
demonstrable commitment to good 
quality editing and an ability to 
write for different audiences and 
communications channels 

 

 Good inter-personal skills (to 
effectively liaise with different 
partners, donors, stakeholders and 
audiences at various levels and 
remotely) 

 

 Ability to work independently and 
as part of a team  

 

 Ability to work under pressure, 
prioritise workloads, multi-task, and 
be adaptable and flexible in a fast-
paced, deadline-driven 
environment 

 

 Ability to problem solve, and deal 
with unforeseen circumstances on 
own initiative 
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Behavioural competencies 

 

 

 

 

 

 

 

 

 

For more information, see IIED’s Competency Framework at 
http://pubs.iied.org/pdfs/G03635.pdf 

 

Competency Description Level required 

Delivering 
excellence 

A concern for delivering high quality work 
and improving performance. Consistently 
looks for ways to add value to colleagues, 
partners and 
stakeholders 

3 

Initiative Thinks ahead and takes decisive action to 
make the most of opportunities and avoid 
future issues 

3/2 

Understanding 
contexts 

An ability to understand the organisational, 
political and cultural context within IIED 
and across other organisations / political 
bodies 

3 

Working 
collaboratively 

A desire to work cooperatively with others 
to maximise the 
effectiveness of IIED, build knowledge and 
understanding and minimise duplication of 
effort

3 



Benefits overview
Benefits for staff include:

Interest-free se eason ticket loan

Cycle-to-work sk cheme ofe feringff  tax sx avings
on the cost of purchasing a bike for travel
to/from work

TaTT x-free ce hildcare ve oucher sr cheme 
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Enhanced maternity, paternity and adoption
policies for eligible employees after a
qualifying period

Enhanced sick pay entitlements

A range of flexible working options for all
employees after a qualifying period

Support to learning and development
through: in-depth induction; in-house annual
training programme; individual training
allowance; attractive study leave and
sabbatical policies after a qualifying period;
coaching and mentoring scheme

Support with relocation costs for staff
joining IIED from outside London or
Edinburgh. 

We also have a range of activities and social 
events to promote health and wellbeing, and 
enjoy a healthy and cohesive work 
environment.

21www.iied.org



IIED is a policy and action research 
organisation promoting sustainable 
development and linking local priorities  
to global challenges. We are based in 
London and work on five continents  
with some of the world’s most vulnerable 
people to strengthen their voice in the 
decision-making arenas that affect them.

www.facebook.com/theIIED

@iied

www.linkedin.com/company/iied

Download publications at 
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