Communications Assistant - Beirut Office

The Carnegie Middle East Center is seeking a Communications Assistant in Beirut. 
Responsibilities will include: 
· Developing and maintaining large contact database

· Uploading and managing of English and Arabic website

· Developing new content for website: video, podcasts, interactive features 

· liaising with local, regional and international media
· organizing conferences and briefings
Requirements:
· University degree in communications, multi-media, and/or social science.  
· multimedia skills : website maintenance, database management, etc. 
· good verbal and written command of English and Arabic; French useful.

· previous communication work experience.
· proven interest in international relations / Middle East affairs.

Send a brief Cover Letter and CV / resume to HR@carnegie-mec.org clearly stating "Communications Assistant, Beirut".  
Starting in August. 

