INTERNEWS IN KENYA
JOB DESCRIPTION

JOB TITLE:  Logistics Coordinator: Media Resource Center
DEPARTMENT/PROJECT:  Health Media Project
DIRECT SUPERVISOR: Editorial Coordinator: Media Resource Center 
LOCATION/DUTY STATION:  Nairobi, Kenya

 
JOB SUMMARY & PURPOSE: To support the MRC (Writespot) and Digital Media Centers and their users, maintain archives of relevant information for KE Programs and ensure all data is easily tracked and accessed by journalists, other trainees and trainers. 
Essential Duties and Responsibilities:
Responsibility 1: Media Resource Centre Management 
Duties
· Assist MRC users (journalists and other trainees) to enable them make full use of the MRC, e.g. easy retrieval and online access to relevant sites during their research.  

· Establish and maintain the MRC database 
· Work with the Editorial Coordinator and support teams to initiate procurement for the center.

· Identify reference materials for purchase and subscription 
Responsibility 2: Traditional and Digital Media Integration and Ensuring Beneficiaries enjoy optimal services  
Duties
· Devise strategies, with DMC team, to ensure journalists are exposed to digital technologies and applications 

· As first point of contact, refer journalists and trainees to appropriate technical services  
Responsibility 3: Media Archiving
Duties

· Identify relevant health stories in all major print media and highlight stories to be used in compiling the weekly media summary.

· Regularly update news trays from online journal subscriptions, and manage information on notice board, and update magazine racks.  

· Regularly update the MRC contact database for easy reference by KE staff and MRC users.

· Coordinate the archiving of TV and radio materials.

Responsibility 4: Monitoring & Evaluation
Duties 
· Daily tracking of MRC usage and story production
CONTACTS/KEY RELATIONSHIPS (internal & external): 
Reports directly to Editorial Coordinator: MRC; works closely with journalists and other trainees at the MRC and Digital Media Centers.
WORKING CONDITIONS:

Based in Nairobi, with some travel within Kenya 
QUALIFICATIONS and SKILLS
A degree in Information Science, Library Science or equivalent. Excellent communicator and people’s person, able to promote Internews to external clients. 
PAGE  
2

