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MODEL OF THE PERMANENT COUNCIL FOR 
OAS INTERNS – MOAS/PC

	JOB DESCRIPTION FOR THE PUBLIC INFORMATION OFFICER


The main responsibility of the Public Information Officer is to write and design a draft of the “MOAS/PC Newsletters”. These newsletters must include an overview of the proceedings and debates during the two (2) days of the MOAS/PC. The Welcoming Newsletter should be sent to the MOAS Coordination five (5) working days prior to the beginning of the Model; and the Final Newsletter should be sent to the MOAS Coordination within five (5) working days after the Model has finished. 
Responsibilities and functions
1. Thorough familiarity with the objectives, procedures, order of business, and topics of the agenda of the MOAS/PC.

2. Report about the proceedings and debates during the plenary and working sessions of the MOAS/PC.  May publish interviews with MOAS/PC authorities, delegates, special guests, and OAS Staff involved 

3. Issue a “MOAS/PC Newsletter” to be submitted to the MOAS Coordinator for review, editing and approval no later than 5 working days after the MOAS/PC has ended. This newsletter will be published on the MOAS Webpage, and distributed to all interns electronically, once the MOAS Coordination has approved the final text.  
4. Coordinate with OAS staff in charge of photography to take the relevant pictures to be included in the news bulletin.

Abilities and Skills
1. Excellent written English skills.

2. Ability to operate a laptop and Publisher applications. 

3. Ability to establish good working relationships with MOAS/PC authorities, delegates and OAS staff.

4. Ability to establish priorities—know what is or is not newsworthy.

5. Ability to plan ahead and fulfill deadlines.
Standards to be observed
1. Objectivity in reporting

2. Impartiality in presentations

3. Verification of facts and sources for accuracy

4. Clarity and conciseness in writing
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