SMALL BUSINESS BUREAU
MINISTRY of TOURISM, INDUSTRY and COMMERCE 

TERMS OF REFERENCE –COMMUNICATION AND MARKETING OFFICER

1. BACKGROUND

1.1 In 2004, the Small Business Act was established to: (1) provide incentive regimes and support programmes for small businesses; (2) establish the Small Business Council (SBC), the Small Business Bureau (SBB) and (3) the Small Business Development Fund (SBDF); to serve as a guide for all aspects above. 
1.2 The Small Business Council was established via Cabinet Decision in 2005 and consists of eleven (11) members from both the public and private sectors, appointed by His Excellency the President of the Cooperative Republic of Guyana. 
1.3 	The Small Business Act stipulates that the Minister shall establish the Small	Business Development Fund, which will provide[footnoteRef:1]: [1: 


] 

a) Support and access to financing for small businesses.
b) Non-financial services and assistance to help small businesses improve productivity and competitiveness.
c) Institutional support for organizations representing, promoting, supporting and strengthening small businesses.
d)  Funding for the expenses of the Bureau.
1.4 	The SBC and SBB operate under the umbrella of the Ministry of Tourism, Industry and Commerce. 
1.5 	The Small Business Bureau under the Ministry of Tourism, Industry and Commerce is the executing agency for all of the afore-mentioned.
1.6	In this regard, the Small Business Bureau is desirous to employ a Communication and Marketing Officer to assist in marketing SBB services while engaging in research to improve development of SME’s.

2. OBJECTIVES 

The activities proposed are significant ventures which require the effective utilization of resources provided. In this regard, the Communication and Marketing Officer’s primary role will be to provide support to the Communication and Marketing Coordinator in gathering, analyzing, and sharing key information on small and micro-enterprises in addition to coordinating awareness sessions and organizing sponsorships. The officer will also be responsible for assisting with drafting reports, developing policies, coordinating stakeholder engagement, creating marketing materials to promote small business development and collaborating with media and agencies to publicize the Bureau’s activities.


3. RESPONSIBILITIES
The responsibilities of the Communication and Marketing Officer will include, but not be limited to:

1. Assist in collecting, compiling, and organizing primary and secondary data on small and micro-enterprises.
2. Support the Communication and Marketing Coordinator with the preparation of the Annual Report.
3. Assist in coordinating awareness sessions with stakeholder (RDC’s, Chambers of Commerce, Associations, Sector clusters, etc.) including scheduling, preparing materials, documenting proceedings, and providing on-site logistical support.
4. Network with local and international organizations/agencies to promote and market small business activities.
5. Assist with the 20% Government Procurement initiative.
6. Create and design marketing materials such as flyers, social media graphics, brochures, and presentations and support the Coordinator in executing marketing campaigns for the Bureau.
7. Liaise with the media and assist with the preparation of press releases and speeches to promote the activities of the Bureau.
8. Creating and managing digital content for the bureau’s website and social media platforms to drive engagement.
9. Produce and update small business directory.
10. Assist with producing monthly reports on the development of SMEs sector.
11. Keep profile of relevant business agencies and co-ordinate visits to SMEs operations for awareness purposes and data collection.
12. Collect and analyse data on SMEs on a quarterly basis and prepare reports on same.
13. Perform other related duties as assigned.

4. DELIVERABLES
       The Communication and Research Officer shall submit the following:
· Monthly Progress Reports of tasks undertaken, utilizing the approved reporting format. 
· Final Consolidated Report for agreed timelines.

5. QUALIFICATION 
· [bookmark: _Hlk99306019]Diploma in Business Administration, Communication Studies, Marketing, Finance, Economics or related field from a recognized tertiary institution.




6. GENERAL WORK EXPERIENCE
· A minimum of three (3) years professional experience at a customer-centric organization (marketing, communication or project environment).
· Computer competence in Microsoft Word, Excel and PowerPoint. 
· Competence in Microsoft Project, the use of WordPress, Adobe Premiere and Canvas is considered an asset. 

7. PREFERRED WORK EXPERIENCE 
· [bookmark: _Hlk99305873]Bachelor’s degree in Business Administration, Communication Studies, Marketing, Finance, Economics or related field from a recognized tertiary institution.
· A minimum of five (5) years’ experience in a Communication/Marketing/ Research role at a customer-centric Government or Private organization (sales, marketing or project environment)

8. [bookmark: _Hlk134091429]GENERAL SKILLS 
· Must possess excellent written and verbal communication, interpersonal, communication, problem solving, critical thinking and organizational skills. 
· Effective planning skills, time management, attention to detail and decision-making skills 
· Demonstrable ability to be proactive, innovative, resourceful, creative and utilize creative tools in executing duties. 
· Ability to communicate with internal and external customers in a polite, respectful, objective and professional manner.
· Proven proficiency in Microsoft Office Suite (Word, Excel, PowerPoint and Publisher) as well as Canva.
· Conduct data analysis by use of excel/statistical software.

6. WORKING CONDITIONS
· This position is part of a small and busy team working in a fast-paced office environment. 
· Professional office environment that is conducive to providing small business guidance and other client services. 
· Occasional work outside the office with clients, programme and strategic partners, and stakeholders.
· Some evenings and weekends work may be required. 
· Travel may be required.

7. DURATION OF APPOINTMENT

The position of Communication and Marketing Officer is required on a one (1) year contractual basis. Renewal of contract for additional period, thereafter, subject to satisfactory completion of initial contract.

8.  REPORTING OBLIGATION/SUPERVISOR

The Junior Communication and Marketing Officer will report directly to the Communication and Marketing Coordinator of the Small Business Bureau or their designate.

Salary Range: $190,000
Allowances: $31,000
Gratuity:  22.5% of monthly salary payable every 6 months
Vacation Allowance:  One (1) month’s salary 
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