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Job Description:  

Web Publishing Support  
 

July 2024  

 

Job Title Web Publishing Support, Web Team 

Contract Type Consultant – 4 September 2024 through 31 December 2024 

Reporting To Web Team, Public Relations Team  

Division External Relations and Communications 

Department Communications 

Hiring Manager Genc Kastrati, Lead, Web Team 

genc.kastrati@theglobalfund.org 

Location Geneva, Switzerland 

Job Family & 

Job Family 

Group 

Institutional Advisory Services, Communications 

Managerial Role No 

Role Summary The Global Fund’s digital platforms are a core resource for delivering detailed 

information about the Global Fund’s grants, processes, results, data, and 

strategic initiatives in a clear, engaging and easy to-use format. Our digital 

platforms support the organization’s commitment to transparency and 

accountability by providing open access to all Global Fund grant and funding 

documents, reports from the Office of the Inspector General, and financial reports, 

and amplifies the Global Fund’s brand, messaging, and values through the 

publication of multimedia stories, news and operational updates. 

 

The Web Publishing Support role, coordinates, develops, and publishes content 

on the Global Fund digital platforms. They work in close collaboration with 

Communications colleagues and subject matter experts to develop, write and edit 

new and existing content and works with key departments to identify and publish 

operational updates and documents. The Web Publishing Support role ensures all 

web content is clearly written and presented and follows Global Fund house style. 

Working alongside the design and technical development specialists in the 

Communications Department, s/he will support Global Fund digital and data 

platform development and enhancement. 

Key 

Responsibilities 
• In coordination with the Associate Specialist, Digital Publishing, managing 

the daily operational management and content publishing on the website, 
including testing and monitoring. 
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• Plan, write and copy-edit website content, including updates, technical 
information, and other materials for the Global Fund website. 

• Assist with the annual content review of the Global Fund website, 
including working with focal points on sections and topic pages, record 
the process using the team tracker and test for link consistency. 

• Support the Associate Specialist, Digital Publishing, with content planning 
on weekly basis by tracking upcoming publishing and taking part in the 
PR Team meeting and/or Communications Team meetings/Team 
updates. 

• With guidance from the Associate Specialist, Digital Publishing, make 
sure that all documents and content published to the Global Fund digital 
platforms adhere to the Global Fund brand guidelines and house style for 
writing. 

 
Subject to change by the Executive Director at any time at their sole discretion. 

Key Metrics Quality of key deliverables/outcomes by writing, copyediting, and supporting web 

publishing requests. 

Key Internal 

Relationships 

Broad collaboration across all departments within the Global Fund. 

Key External 

Relationships 

Global Fund technical, advocacy and communications partners and 

external Communications Department service providers. 

 

Person Specification 

Qualifications Essential: 

• University degree in communications, journalism, digital publishing, public 

relations, or relevant field. 

Experience Essential: 
• Experience in digital publishing, including writing, copyediting and content 

development. 

• Demonstrated solid understanding of communications operations, 
principles, and practices. 

• Proven ability to work in a multi-cultural environment. 

• Experience with Content Management Systems. 

 

Desirable: 

• Over 2-4 years of experience in digital publishing, including writing, 

copyediting and content development. 

• Experience with HTML/CSS. 

• Experience with SEO, with focus on keywords and description. 

• Experience with image editing tools such as Photoshop or GIMP. 

Competencies Languages: 
An excellent knowledge of English. Knowledge of French would be an asset. 

 

Organizational Competencies: 
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• Global Fund awareness and mindset – Level 2 

• Service orientation – Level 2 

• Drive for results – Level 2 

• Collaboration – Level 2 

• Interaction – Level 2 
 

Functional Competencies: 
• Project Management – Foundation 

• Communications – Mastery  

• Business – Foundation 

• Multicultural Understanding – Mastery  

• Operational Policy – Foundation  

 

 


