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Vacancy Announcement 

MwAPATA Institute is an independent policy think tank in Malawi, established to inform and guide 

national policy issues related to agriculture, natural resources and rural transformation. The 

mission of MwAPATA Institute is to conduct independent, objective, empirical research aimed at 

providing innovative and practical recommendations to inform agricultural sector policies in 

Malawi. The aim of the Institute is to accelerate the adoption of effective Malawian-led policies 

and programs to drive broad-based agricultural transformation, diversification and improved 

smallholder incomes and nutrition in Malawi. The Institute plays a leading role in identifying 

strategies that will improve investment climate, promote agricultural productivity, diversification, 

and commercialization. The Institute is affiliated to the National Planning Commission (NPC) and 

the Lilongwe University of Agriculture and Natural Resources (LUANAR) and is currently receiving 

technical and institutional development support from the Michigan State University. 

MwAPATA Institute wishes to recruit a highly motivated, proactive service-oriented and energetic 

individual to fill the following position based in Lilongwe: 

Communication Assistant  

The Communication Assistant will provide administrative and technical support to the MwAPATA 

Communications Team. The Communications Team manages the creation, production, and 

dissemination of digital and print products, outreach, and media activities. The Communication 

Assistant will be responsible for supporting strategies that increase MwAPATA visibility to diverse 

audiences, expanding digital information sharing capacity, and strengthening internal 

communication systems.  

 

Key tasks shall include: 

1. Work with the Communications Team to develop and implement media strategies 

that advance MwAPATA’s visibility and research utilization. 

2. Contributing to the design, development and dissemination of high-quality tools and 

materials, ensuring style and branding compliance. 



2 
 

3. Support in designing and editing materials for a range of audiences and contexts, 

including research and meeting reports, case studies, briefs, toolkits, peer-reviewed 

articles. 

4. Liaise with graphic designers and other vendors to develop and produce materials. 

5. Ensure branding and style compliance and represent Communication Team policies 

and guidelines across all materials. 

6. Support the Institute’s presence at conferences, outreach activities by managing 

exhibit arrangements, coordinating staff support, and materials. 

7. Backstopping MwAPATA’s media relations and conference participation, public outreach 

activities. 

8. Supporting the Institute’s website and social media platforms.  

9. Preparing MwAPATA’s monthly and quarterly reports.  

10. Support Communications Team in managing the MwAPATA website content and other 

MwAPATA-managed microsites. 

11. Support Communications Team in creating, editing and posting creative content 

on MwAPATA’s Twitter, Facebook, YouTube and LinkedIn platforms using 

translated technical content and program updates. 

12. Support Communications Team in repurposing and creating content for monthly 

eNewsletters. 

13. Support Communications Team in maintaining a collection of photos, graphics, icons, 

infographics, data bites video clips for use in various digital content. 

14. Maintain digital database and support the physical library of MwAPATA tools and 

resources. 

15. Coordinate responses to incoming media inquiries, review of press releases, and 

relevant news coverage monitoring. 

Qualifications and Skills 

1. Bachelor’s degree in communications, marketing, international relations/development, or 

a related field. 

2. Background in communications, media relations, and/or knowledge management 

preferred. 

3. Good knowledge of event planning and public speaking and related fields desirable. 

4. At least two years working as a communications specialist/officer for 

organization such as non-profit, for-profit, or research institution. 
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5. Experience with use of social media dashboards/management tools (Hootsuite) 

and social/web analytics software (Google Analytics). 

6. Experience with Adobe Creative Suite (InDesign, Illustrator, Photoshop); 

presentation design and visual communications collateral creation a plus. 

7. Demonstrated ability to understand and present technical information to technical and 

non-technical audiences. 

8. Creative problem-solver with an eye for good design and details.  

9. On the cutting edge of emerging media trends and technologies. 

10. Familiarity with content management systems (WordPress); HTML knowledge familiarity is 

an asset. 

11. Strong writing and copy-editing skills. 

12. Ability to communicate clearly and effectively. 

13. Excellent organization and time management skills, including ability to juggle multiple 

tasks and respond rapidly to new events and competing priorities. 

14. Self-motivated and comfortable working in a small, and collaborative team environment. 

15. Excellence in all MS Office Applications, particularly Word and PowerPoint. 

 

 

Please email detailed curriculum vitae and cover letter to recruitment@mwapata.mw stating the 

position being applied for in the subject line. Positions are open until filled. 

 
 
 
 
 
 
 
 
 
 
 


