
 
 

Development Cooperation and Public Affairs Officer 
 

Duty Statement 
 

Development Cooperation 

- Coordinate Australia’s development cooperation programs in Nigeria and other countries 

of accreditation, including the Australia Awards Scholarships, and support the integration 

of development cooperation into the work of the High Commission 

- Effectively liaise with internal (including DFAT, other overseas missions and other 

Australian Government agencies) and external (including governments, contractors, 

media, NGOs and Australia Awards Alumni) stakeholders on the development, 

implementation and monitoring of programs 

- Assist with the management of the High Commission’s small grants program, including 

the selection, verification, and monitoring of projects 

- Prepare high quality research and reporting on development issues in Nigeria and other 

countries of accreditation 

Public Diplomacy 

- Assist with the planning and implementation of post’s public diplomacy activities, 

including organisation of events and liaison with the media 

Administration 

- Assist with the preparation of programs and logistical arrangements for visiting 

Australian officials 

- Assist with the preparation of domestic and overseas travel programs, including 

appointments and logistical arrangements 

- French correspondence with francophone countries of accreditation 

- Assist with other administrative tasks as required 



Selection Criteria 

 

 University qualifications in political science, international relations, economics, social 

science or other relevant fields. 

 

 Fluency in English and high level of French language ability (spoken and written). 

 

 Experience working in a diplomatic mission and engaging with foreign government officials 

on development or other programs. Knowledge or experience of Australian development 

cooperation programs desirable. 

 

 Demonstrated ability to prepare high quality analytical and research reports either through 

previous work experience in a similar role or through the attainment of a higher degree. 

 

 Flexibility to undertake a wide range of tasks as required to ensure the team achieves its 

goals. 

 

 High level of initiative, self-motivation and ability to work with limited supervision, manage 

own work program and meet deadlines. 

 

 Strong communication and interpersonal skills and the ability to establish and maintain good 

working-level contacts. 

 

 Knowledge of and interest in West and Central Africa, including political, economic and 

development issues. 

 


