Terms of Reference

Earth Hour 2012
Coordinator
Reporting to the Assistant Manager Individual Membership Programme
1. The individual will interact with Corporate, Government and Media  

2. The candidate will be responsible for bringing on partners to observe Earth Hour During this process it is expected that potential partners will raise several questions regarding WWF and Earth Hour therefore the coordinator should be well informed about WWF and the event
3. Register partners for Earth Hour

4. Coordinate with registered partners

5. Compile material for Earth Hour Report

6. Coordinate with partners during Earth Hour planning and implementation

7. The coordinator must have the ability to control a group of Individual Members, Press, Government Representatives and Corporate Personnel at one location

8. The coordinator will be responsible for maintaining a database of Corporate, Government and Media partners for Earth Hour 
9. The coordinator will be responsible for dispatching Earth Hour promotional material to all partners

10. The coordinator will send frequent updates to all WWF contacts, media partners and update the Earth Hour website

11. The coordinator will be responsible for assigning coordinating between Ambassadors, colleagues and Earth Hour partners 

12. Seek support both technical and administrative from respective WWF office to ensure that the activity is successfully completed
13. The coordinator will compile a detailed report at the end of the event  

14. The candidate should be environmentally conscious 

15. Good writing skills to send out Press Releases, Emails and Invitations to Earth Hour Partners

16. The coordinators must have good communication skills in both, English and Urdu

Qualification and Education:

· The candidate for the position of  Coordinator for Earth Hour must have a Bachelors degree 

· At least one year experience in marketing/sales or event management

· Should be able to travel within the city
· Good presentation and communication skills

· Good computer skills such as Microsoft office etc.
Term:
· The position is for three months: February to April.
