
 
 
 

 
 

 

 

 

 

 

 

Name  

Job Title: Communications Coordinator Department: Communications 

Location: Andheri East, Mumbai Job Category: Full Time 

Background of this role 
Conte 

This role was created to play a critical internal, facilitation role in 
supporting the implementation of communications and brand building 
efforts of Ambuja Cement Foundation. 

Objective 
 

 

 Ensure effective implementation of Branding at all levels of the 

organization. 

 Support Implementation of Communications Strategy in 

collaboration with communications, digital and PR consultants. 

 Execution of communications initiatives and projects. 

 Facilitate collation of content, data and images internally at ACF. 

 Overseeing the timely update of all platforms and collaterals. 

 Providing internal ACF support to Communications Consultants. 

Structure 

Reports to ACF CEO 

Direct Reports 
 

Indirect Reports NA 

Decisions to be taken 

Independently Jointly Intimation 

1. Website Updates 
2. Event branding 
3. Award Applications 
 

1. Content for mediums 
2. Capacity Building Strategy 
3. Training Program 

1. Internal Brand Building 
Activities 

Interface Communication/Business Relationships 

Internal External 

 
1. Field Staff / Program Managers / GMs 
2. CEO - Ambuja Cement Foundation 
3. ACL Corporate Communications 

 
1. Beneficiaries 
2. Communications, Digital, PR & Partnerships 

Consultants 
3. Vendors (Graphic Designers, Printers, AV 

Film, Website etc.) 

Communications Coordinator 
 



 
 
 

 
 

Job Responsibilities 

BRANDING & CORPORATE IDENTITY 

 Will be responsible for guiding and overseeing the correct implementation of branding and corporate 

identity guidelines across the organisation. 

 Will be responsible to provide internal training to ACF staff on use of branding and corporate identity ie 

Manager Level, Location Level. 

 Will be responsible for conducting brand and corporate identity 'audits' and feedback across various ACF 

locations and departments. 

 Will be responsible to provide the necessary guidelines, templates and support to internal managers for 

the accurate execution of all branding and corporate identity across the organisation, under guidance 

from Communications Consultant. 

TOOLS, COLLATERALS & REPORTS 

Will be responsible for facilitating the update of all key collaterals and communication tools for ACF.  This will 

include the following tasks and responsibilities: 

 Collation of content under guidance of Communications Consultant;  

 Facilitating capturing case studies and images from field; 

 Managing and overseeing the collation of relevant and accurate impact data. 

 Proof-reading and editing; 

 Overseeing the liaison with printer for production of final product.   

Specific Tools and Collaterals will include, but not be limited to, the following: 

 Collaterals - Update and dissemination of Program Brochures, Fact Sheets, Pamphlets, Leaflets, Caselets. 

 Powerpoints & Presentations - Responsible for providing inputs into the development and dissemination 

of PPTs and presentations for ACF, Case for Support, each Program and Sub Program of ACF. 

 Monthly Newsletter & Blog - Responsible for facilitating collation of raw content for 12 x ACF 'Thrive' 

Newsletters.  

 ACF Annual Report - You will be responsible for facilitating the collation of content for the ACF Annual 

Report.  This will include liaison with program managers for raw content, some copy writing, facilitating 

selection of images, capture of relevant data and testimonials.  You will be responsible to facilitate getting 

internal inputs and approvals for sign off by Communications Consultant, and will play a key role in 

facilitating the final print run. 

DIGITAL COMMUNICATIONS 

 Will be responsible for feeding and collating raw content for Digital Consultant to use in social media posts. 

 Will be responsible for the management and troubleshooting of the website and facilitating its ongoing 

updates in collaboration with our annual maintenance contract vendor. 

 Will be responsible to assist in the development of raw content for various online campaigns. 

 Will be responsible for the development of weekly posts for Ambuja Cements Ltd social media platforms (3 

x per week for ACL Facebook.) 



 
 
 

 
 

EVENTS 

 Will be responsible to oversee coordination of all branding for events, including invitations, 

agenda/programs, signage, standees, flex backdrops, kits, gifts and registration desk. 

 Will be responsible to liaise with ACL Corporate Communications Team for the promotion of ACF Events in 

the media including providing input into the preparation and dissemination of press releases/kits, media 

liaison support and filing/dissemination of all event coverage. 

 Will help coordinate the development of crucial content from events including video clips, testimonials, 

sound bites, images, and ensuring all events are 'captured' via photography and videography and ensuring 

that these are disseminated via various mediums ie social media for proper amplification of events. 

 Will be responsible for the editing and proof reading of event proceedings. 

PUBLIC RELATIONS  

 Will be responsible to collate and write key articles and speeches for and on behalf of CEO, Chair, ACL CEO 

and other key internal stakeholders ie. Monthly Article for CSR Weekly, speeches for Town Hall, articles for 

I Can Magazine, Lafarge Holcim publications. 

 Will be responsible to assist in the preparation of various Powerpoint Presentations and speeches for ACF 

leadership who speak at various events and platforms. 

 Will be responsible to participate in PR strategy meetings with PR vendor and contribute via collation of 

content and facilitation of interviews. 

OTHER 

 Will be responsible for overseeing the development and polishing of Awards Applications in collaboration 

with key internal departments.  

 Will be responsible to actively participate in all Communications meetings. 

 You will be responsible for ensuring effective information management (storage and organizing of files such 

as photos, case studies, data and other information) for easy access and record keeping. 

 

 

Competencies 

 Competencies required while hiring 

Skills-based Competencies 

 
Qualifications 

 Graduate/postgraduate in mass media or communications for 
development OR Social Work Graduate with interest/passion for 
Communications. 

 
Mandatory 

 3-5 years experience in Communications role. 

 Project Management and facilitation experience essential. 

 Strong Interview skills.  

 Excellent writing skills  

 Proficient in Hindi & English - both written and verbal. 

 
Desired 

 Strong Computer Skills  



 
 
 

 
 Experience in the non-profit sector a bonus. 
 

Behavioral Competencies 

 A detail oriented person. 

 Professional demeanor. 

 Ability to facilitate getting things done in a corporate 

environment. 

 Ability to complete tasks according to timelines. 

 Good communication and presentation skills. 

 Diligent Worker. 

 Ability to Multitask and handle a variety of projects at once. 

 Outcome Oriented. 

 Creative thinking and ideation. 

 


