
 
GREENPEACE Greenpeace Japan JOB DESCRIPTION 

  

 

Job title : Comms Officer 
 

Valid from : 01/05/2017 
 

Job Grade : Staff  
 

Reports to : Functionally: Communications Manager Operationally: Project Leader 
 

Line-manages : Not applicable 

  

 

OVERALL PURPOSE OF THE JOB 
 

The Comms Officer’s role is to implement effective and integrated media strategies for Greenpeace 

to deliver its Campaign objectives.  
 

Advocate for activities, as well as breaking news events and creating special features; whilst 

developing potential story ideas and communication tactics in order to maximize the effect of the 

project with media, supporters and the public in Japan. 
  
 

SCOPE 
 

The Greenpeace Japan Comms Officer position will be part of a project specific core team and will 

also work closely with other staff at Greenpeace Japan as well as Greenpeace offices worldwide. 
  
 

MAJOR FUNCTIONS / RESPONSIBILITIES 
  

 

Conceptual tasks, Strategy Development and/or Project Development  
 

- Develop good and positive relationships with press, reporters and journalists to create 

understanding of and output for the campaign. 
 

- Continue to raise profile of Greenpeace in Japan to become an effective, credible, and 

attractive environmental NGO in Japanese society. 
 

- Develop relationships with media including press, news agencies, broadcasters, PR 

professionals and Internet sites. Ensure regular networking with such contacts. 
 

- Understand the essence of web communications and be responsible for utilizing web for mass 

networking. 
 

- Provide detailed guidance to core team as to what media coverage is expected and in which 

outlets (newspaper, television, radio, features, web etc) according to the expected outcome of 

strategic media relations activity. 



 

- Stay abreast of social, cultural, media trends internationally and domestically, and ensure 

management of media list for Campaigns. 
  

 

Implementation 
 

- Enable campaign successes through effective campaign communications. 

 

- Work closely with the core team on a daily basis to evaluate priorities for media relations 

activities, including proactive communications.  
 

- Together with project core team, implement objectives and strategies. Provide 

communications input into planning and evaluation. 
 

- Prepare communications materials, including media releases, messaging, Q&A, 

backgrounders, features etc as required by the assignment, ensuring relevant information to 

the media at all times. 
 

- Prepare text and visual materials (photos, videos, logos and reports) for media stories, web 

and public outreach. 
 

- Proactively suggest innovative ways to gain media relevance such as press conferences, 

exhibitions etc. 
  

 

Support / Coaching / Leadership 
   
  

 

Compliance / Keeping Framework Conditions 
 

- Regularly evaluate quantity and quality of media coverage with a view to improving our impact 

in the media and help us achieve objectives. 
 

- Comply with Greenpeace policies at all times regarding confidentiality, data handling, etc. 
  
 

COMPETENCY PROFILE 
 

Organization competencies 
 

- Professionalism, in particular delivering high-quality products in all aspects of the work. 
 

- Achievement, in particular towards measurable objectives both individually and for the team. 
 

- Interpersonal relationship, in particular building constructive and long-term relationships with 

all parties involved in the job. 
 

- Knowledge sharing, in particular towards other team members who need to be in the loop of 

activities being carried out. 



 

- Values diversity, in particular through having experience with and commitment to cultural 

diversity. 
 

- Innovation, in particular considering the 'cutting edge' core value of Greenpeace   
  

 

Functional competencies 
 

Technical 
 

- Native Japanese speaker 
 

- Fluency in written and spoken English 
 

- Proofreading skills 
 

- Knowledge and/or experience in audio/video (e.g.: production, camera operation, non-linear 

editing and script-writing, …) 
 

- Knowledge and/or experience with effective use of social media, and Content Management 

Systems (CMS) 
 

- Understanding of the media advocacy needs of a campaigning organisation 
 

- Awareness and knowledge of media landscape (daily news, current affairs, television, radio 

…) 
 

- Knowledge and/or experience in journalism or media communications 
 

- Knowledge of and/or experience in using communication tools (e.g.: audience analysis, 

message testing and surveys), including online analytic tools 
 

- Skills in written and verbal communication 
  

 

Method related 
 

- Knowledge and understanding of the NGO sector 
 

- Presentation and reporting skills 
 

- Time management 
 

- Work quickly under pressure 
 

- Attention to details 
 

- Analytical skills 
 

- Public speaking 
  

 

Social / self 
 

- Being a team player 



 

- Tact and diplomacy 
 

- Intellectual ability to understand technical issues necessary/useful for the job 
 

- Ability to synthesise technical issues and to communicate on them in wording, adapted to a 

target audience 
 

- Assertive 
 

- Responsive 
  

 

Leadership competencies 
 

- Planning and organizing 
 

- Empowering and developing people 
 

- Strategic orientation and managing vision 
  

 

ATTITUDE 
 

- Identification with Greenpeace goals and supportive of Greenpeace values 
 

- Autonomous / sense for initiative / work independently 
 

- Proactiveness 
 

- Stress resistance 
 

- Collaborative 
 

- Flexibility 
 

- Willingness to learn, building expertise in his/her field 
 

- Discretion and confidentiality 
  

 

SPECIFIC WORK ENVIRONMENT 
 

- Based at the Greenpeace Japan office in Tokyo 
 

- Occasional and possibly extensive travel. 
 

- Highly flexible towards working hours. 

 


