
 
 

Assosiasaun Radio Komunidade Timor-Leste 
Administrator and Communications Coordinator 
Part time (16 hours per week) 12-month contract 

Location: Dili 
 

Job Description 
 
 
Assosiasaun Radio Komunidade Timor-Leste (ARKTL) is seeking a dedicated and 
motivated person to work with the Association to support and develop community 
radio in Timor-Leste.  ARKTL is a grassroots, membership-based association for 
community radio stations throughout Timor Leste. ARKTL acts as an ambassador for 
community radio in Timor-Leste and is committed to supporting community radio to 
be a progressive, independent and inclusive media that represents the voices of 
Timorese people. ARKTL is also committed to helping resource community radio with 
the tools and skills to build the capacity and knowledge of communities, to encourage 
democratic debate and produce high quality and relevant programs. The 
Administrator and Communications Coordinator will be responsible for the 
organisationʼs administration including budget management; they will be the key 
contact for ARKTL members and partners and they will play a key role in growing 
ARKTLʼs and member online presence and audience reach.  
 
ARKTL is seeking someone who is passionate about the community radio sector and 
someone who is willing to learn new skills and participate in skill sharing and training 
workshops and initiatives to build and strengthen the community radio network in 
Timor-Leste.  
 
Women and ARKTL members are highly encouraged to apply. 
 
 
Key Tasks include but are not limited to; 
 

-‐ Management and maintenance of all online communications including the 
website, facebook, twitter and Enews. This includes creating relevant ARKTL 
updates and facilitating and supporting community radio stations to contribute 
to all ARKTL online channels 

-‐ Organising the translation of stories and information when required 
-‐ Updating and maintaining contact lists 
-‐ Management of the ARKTL budget 
-‐ Producing annual financial and narrative reports to share with ARKTL board, 

members and public 
-‐ Function as the key contact for ARKTL members and partners  
-‐ Support trainers and other ARKTL members to coordinate ARKTL events and 

workshops including management of invite lists, administering travel 
allowances and event management 



 
-‐ Keeping up-to-date and knowledgeable on industry news, job opportunities 

and breaking news to enable ARKLTL to share this information with the 
member network 

-‐ Maintain and strengthen partner and member relations through regular, timely 
and relevant communication 

-‐ Support the ARKTL president, board and members as required 
 
 
Criteria and Qualifications; 
 
Essential; 
 

-‐ Only Timorese nationals may apply 
-‐ Experience in working in community radio and/or independent media and/or 

the community sector in Timor-Leste 
-‐ Experience in working on projects and working to timelines and delivering to 

deadlines 
-‐ Excellent aural and written communication skills with fluency in English an 

advantage 
-‐ Experience working in a team environment and building partnerships  
-‐ Excellent organisational skills and ability to take initiative and work 

independently 
-‐ Must be competent with basic computer skills including email and word 

processing 
-‐ Familiar with using social media and the internet  
-‐ Passion for community and/or independent media and a desire to build and 

strengthen this sector in Timor-Leste 
-‐ Motorbike license or willingness to get one 

 
Desirable: 
 

-‐ ARKTL members are highly encouraged to apply and preference will be given 
to ARKTL members (that is, current or previous community radio station staff 
and volunteers) 

-‐ English language skills 
-‐ Journalism skills and a proven track record as a journalist in Timor-Leste  
-‐ Knowledge in Microsoft excel and Microsoft power point  
-‐ Experience in writing for the web and/or creating communications for online 

platforms (eg: facebook, website, twitter) 
-‐ University education is an advantage 
-‐ Car license or willingness to get one 

 
	  
APPLICATIONS	  CLOSE	  FRIDAY	  21ST	  OF	  MARCH	  
 
If	  you	  have	  any	  questions	  please	  email	  arktl.info@gmail.com	  or	  call	  Prezado	  Ximenes	  
on	  	  +67	  07723	  9945	  	  
 


