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The Jamaica Anti-Doping Commission an agency of the Ministry of Culture, Gender, 

Entertainment and Sport invite applications from suitably qualified persons to fill the full-time 

position of Public Relations and Education Officer (MCG/IE 4), in the Communication and 

Education Division. 

                                   

Job Purpose 

 

Under the general direction of the Director, Communication and Education, the Public Relations 

and Education Officer has responsibility for the creation and management of content for radio, 

television, workshops and print media. The incumbent also assists with the drafting of letters, 

press releases, proposals, reports, speeches, brochures and other communication materials. 

 

Key Responsibilities 

 

The duties and responsibilities include but are not limited to the following: 

 

• Participates in planning meetings with broader team and contributes ideas to the overall 

strategy, planning, and execution of public relations, social media and related marketing 

and communications plans to promote anti-doping.  

• Collaborates with producers to generate original ideas for programmes, series and films. 

• Writes and develops scripts to meet the organisations communication and public 

education requirements. 

• Voices television and radio scripts. 

• Prepares and supervises the production of broadcast content. 

• Promotes, plans, implements and monitors information and educational programmes on 

dope-free sport for the society as a whole.  

• Assists with the planning, organising and implementation of events including press 

conferences, exhibitions, workshops and seminars.  

• Delivers presentations at workshops to athletes, Sporting Federations, Sporting Clubs, 

Professional Groups and to all other appropriate audiences.  

• Acts as Master of Ceremonies at workshops. 

• Provides feedback following each workshop to the Director of Communication and 

Education.  

• Generates and researches ideas for programmes. 

• Develops content, writing material for scripts, bulletins and links and sources potential 

contributors and interviewees. 

• Selects audio-visual content appropriate to the programme, the audience and the station. 

• Produces pre-production briefings for presenters, reporters, technical staff and other 

contributors. 

• Manages the logistics of people, resources, location and equipment.  

• Undertakes editing, interviewing and reporting duties as necessary. 

• Designs, writes and/or produces presentations, press releases, articles, leaflets, ‘in-house’ 

materials, reports, publicity brochures and promotional videos. 

• Presents programmes or manages presenters for recorded output. 

• Prepares and supervises the production of broadcast content. 

• Assists with the development and production of education and outreach material 

(brochures, newsletter, booklets, etc.) that are relevant and appealing to the 

Commission’s stakeholders.  

• Develops and maintains good working relationships with the media. 
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Required Competencies: 

 

• Awareness of the media landscape. 

• Ability to write and voice scripts. 

• Ability to act as Masters of Ceremonies at events. 

• Excellent interpersonal skills.  

• Sound judgment and integrity. 

• Research capability and ability to create and edit written material.  

• Team player with the ability to work on own initiative.  

• Ability to manage multiple projects/tasks.  

• Detail oriented; highly organised; works well under tight deadlines. 

• Ability to work independently and be part of a fast-paced team.  

• Well-developed time management and problem-solving skills.  

• Proven ability to work under pressure, prioritise and execute.  

• Sound command of the English Language and the ability to communicate effectively, 

both orally and in writing. 

 

Special Conditions 

 

• Island wide travel.  

• Working on weekends. 

• Working extended hours during the course of the week. 

 

Minimum Qualifications and Experience 

 

• First degree in Media and Communication, Digital Media Communication, Public 

Relations or related discipline from a recognised tertiary institution.  

• Minimum of three (3) years’ experience in Public Relations. 

• Certification in Voice and Speech is an asset. 

• At least one (1) year experience in pre- and post-production within the media landscape. 

 

Applications accompanied by resumes should be submitted NO LATER THAN   

July 22, 2022 to: 

 

   Executive Director 

   Jamaica Anti-Doping Commission  

   1 Ballater Avenue 

   Kingston 10 

 

   Email: hr@jadco.gov.jm  

 

Further details of the post may be obtained from the HRMA Division and the Website of 

the Jamaica Anti-Doping Commission. 

 

We thank all for responding, however only shortlisted applicants will be contacted. 
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