United Nations High Commissioner for Refugees
Haut Commissariat des Nations Unies pour les réfugiés
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https://unhcr.wd3.myworkdayjobs.com/External/job/Seoul-Korea-Republic-of/Senior-PPH-Assistant_JR2666669

(@) UNHCR

Vacancy Notice for the Position of Senior PPH Assistant

UNHCR Representation in the Republic of Korea

The United Nations High Commissioner for Refugees (UNHCR) Representation in the Republic of Korea is inviting

applications for the Senior Private Partnership and Philanthropy (PPH) Assistant position.

I. Summary of Position
In line with the long-term growth strategy of UNHCR Korea’s Private Partnerships and Philanthropy (PPH) team, this role is
responsible for identifying and cultivating new PPH partners and strengthening existing partnerships. The position also

supports the team’s fundraising targets by managing partner relations, communication, and overall partnership operations.

Il. Duties and Responsibilities

1. Identify and engage potential PPH partners by analyzing trends and changes in the Korean fundraising landscape,
creating new partnership opportunities through direct outreach and communication.

2. Assess the suitability of prospective PPH partners by researching and analyzing their financial information, CSR activities
and strategies, reputation, and ESG policies, and lead or support the full process from partnership proposal development to
agreement signing.

3. Monitor existing PPH partners’ business trends, fundraising performance, communication history, and stewardship
activities, and leverage these insights to identify new collaboration opportunities and strengthen existing partnerships.

4. Monitor and analyze domestic and international fundraising markets, public—private partnership trends, best practice case
studies, networking events, and global humanitarian issues, integrating these insights into partnership proposals and
strategic planning; prepare related reports as needed.

5. Draft, translate, and manage various communication materials for PPH partners, including fundraising campaign
proposals, emergency updates, impact reports, and other partnership documents, ensuring high-quality content delivery.

6. Plan, review, and manage content related to PPH partnerships, including press releases, meeting materials, and donor
newsletters, while strengthening overall partnership communication channels.

7. Plan and coordinate internal and external workshops, meetings, and networking events aimed at cultivating and
managing PPH partners, and collaborate with UNHCR Headquarters and regional offices to support high-level events when
required.

8. Coordinate operational tasks related to partnership management, including procurement, contract processes,
administrative support, and travel arrangements, ensuring smooth collaboration across stakeholders.

9. Support the planning, coordination, and implementation of field visits for PPH partners to enhance their understanding of
UNHCR'’s work and foster long-term engagement.

10. Perform other duties as required to support the PPH team’s strategic objectives and fundraising goals.

lll. Required Qualifications

1) Required Qualifications

1. Bachelor’s degree in business administration, marketing, communications, Social Sciences, or other relevant fields.

2. In the absence of a bachelor's degree, a minimum of two years of relevant professional experience.

3. Experience in fundraising, sales, VIP client management, or marketing, particularly in B2B sales and corporate account

management.

2) Key Competencies
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1. Ability to develop tailored written materials, including presentations, proposals, reports, and other fundraising documents
designed for PPH partners and other target audiences.

2. Strong interpersonal skills with the ability to engage proactively with both new and existing PPH partners through
in-person and virtual communication, including stewardship activities.

3. Working knowledge of the web and proficiency in Microsoft Office applications; ability to use specific software such as
HTML, Photoshop, Premiere, or other relevant tools.

4. Fluency in Korean and English, both written and spoken.

5. Demonstrated interest in humanitarian work and/or international organizations.

IV. Duration of Contract
Six-month probationary period with a possibility to extend the contract on a yearly basis depending upon her/his satisfactory

performance

V. Recruitment Schedule

1. Application submission: Monday, 11 May 2026 ~ Sunday, 24 May 2026

2. Notification of selected candidates: Monday, 1 June 2026 ~ Friday, 5 June 2026

3. Interview with tests: Monday, 8 June 2026 - Friday, 12 June 2026

* Interview will include test.

4. Announcement of final selection: End of June 2026

5. Scheduled first working date: Early July 2026

**The above recruitment schedule may be adjusted and if necessary, scheduled first working day may be negotiated for the

selected candidate.

VI. Submission of Application and addressing queries
Interested candidates may create a new account from Workday UNHCR Careers website and apply for this vacancy

position (Link).

* Applicants have the option to apply for multiple job postings that are being announced by the UNHCR Representation in
the Republic of Korea

** Please do not put your resident registration number in any application documents specified above. In case any certificate
includes your resident registration number, please make sure to conceal the number not to be exposed.

*** In case of applicants with foreign nationality, the work permit application and any cost related to that is primary and sole
responsibility of the applicant. The work permit must be secured and ready at the time of application.

Applications should be received by Sunday, 24 May 2026. We regret that we cannot respond to queries through phone,

email, etc. Interview schedule will be communicated only to shortlisted candidates.
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